[image: http://corebiztechnologies.com/wp-content/uploads/2012/11/Kwara-Poly-logo.jpg]

A REPORT ON
STUDENTS INDUSTRIAL WORK EXPERIENCE SCHEME
(SIWES)

UNDERTAKEN AT

OFFICE OF HEAD OF SERVICE
AHMADU BELLO WAY GRA, ILORIN, KWARA STATE 

FROM
AUGUST, 2024 – NOVEMBER, 2024

BY 

TITUS SHOLA
ND/23/PAD/PT/0645

SUBMITTED TO
THE DEPARTMENT OF PUBLIC ADMINISTRATION, INSTITUTE OF FINANCE AND MANAGEMENT STUDIES.
IN PARTIAL FULFILLMENT OF THE REQUIREMENT FOR THE AWARD OF NATIONAL DIPLOMA IN BUSINESS ADMINISTRATION AND MANAGEMENT, KWARA STATE POLYTECHNIC, ILORIN.

NOVEMBER, 2024

DEDICATION
I dedicate this Students Industrial Work Experience Scheme (SIWES) report to God almighty for his grace and mercy towards the completion of the SIWES programme.















ACKNOWLEDGEMENT
I thank God Almighty for the glory, honor, adoration and mercy I received during the course of my study and when undergoing my industrial Training
 My appreciation also goes to my manager, supervisor during my training, Mr. Akanbi Muhammed, who accessibility, untiring effort, patience and guidance and suggestions fabulously contributed to the completion of this report. Who do not just teach me but makes me understood all his teaching, may God Almighty continue to guide and protect him and his house hold.
 My second appreciation goes to parent Mr and Mrs Titus for their love and care, I really appreciated their support. May Almighty bless them.


REPORT OVERVIEW
This is an industrial attachment report for the Students’ Industrial Work Experience (SIWES) programme carried out at Office of Head of Service, Ilorin, Kwara State within the period of four months from August, 2024 to November, 2024. 
The report comprises the background of SIWES, the description of the organization, its aims and objectives, the experiences gained as an industrial training student and the summary, conclusions and recommendations. 
It has a total of 5 chapters with sub-chapters. It also has the preliminary pages, such as the title page, report overview and table of contents and recommendations on the improvement of scheme. 
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CHAPTER ONE
INTRODUCTION
The Students’ Industrial Work Experience Scheme (SIWES) is a scheme established by the Industrial Training Fund (ITF) in 1973 to help students of tertiary institution in Nigeria acquire technical skills and practical exposure in an industrial environment based on various course of study.
Prior to the Establishment of SIWES, science and technology education in Nigeria was marred with the problem of lack of adequate practical and industrial skills and working experience that will prepare students of tertiary institution in Nigeria for employment opportunities in industries. It was in this view that the scheme was established and students in tertiary institution of Nigeria studying sciences and technology related courses were mandated to participate in the program to enable them have technical knowledge and working experience before graduating from their prospective institution and makes it a smooth transition from the lecture room to the world of work.  
1.1	BACKGROUND TO THE STUDY 
SIWES was established by industrial training fund to solve the problem of lack of adequate practical skills in preparation for employment in industries by Nigerian graduates of tertiary institutions.
The Students’ Industrial Work Experience Scheme (SIWES) was designed, established and implemented by the Industrial Training Fund (ITF) in 1974 to ensure acquisition of field practical knowledge and skills by students before graduation, mainly coordinated by the National University Commission (NUC). The NUC recognizing the importance of job specifications in the scheme did set the necessary machinery in motion soon after the resolution was taken in 1998. However, from 1989-1993, the drawing up of the minimum academic standards documents (a major statutory of commission) owe resultant accreditation exercise and the movement of the commission secretariat to Abuja did not leave sufficient time to actualize this goal.
It was not until January 1996 at a 3 days national workshop in Jos that specification was drawn for the entire program that had industrial attachment component in the minimum academic standard documents. Participants were drawn from senior academic from universities across the country, SIWES coordinators and officers in all nine panels, each headed by a senior academic officer were constituted for the entire forty-six program. Prior to drawing job specification, however, a one-day meeting was held at which a five-day meeting was presented and the procedure content and format for presentation of the specification documents were decided. 
SIWES commenced in 1974 in the aim of making education more relevant to bridge the gap between the theory and the practice of agriculture, engineering, technology and science related discipline in tertiary institutions in Nigeria.
For students in polytechnics and mono-technics and college of education, the duration of SIWES is for 4 months while university undergraduates go for a 6 months duration. Each institution is expected to have a SIWES coordinator who is in charge of all activities that pertains to students industrial training in the institution.
The production of SIWES job specification is without doubt a milestone in the development of academic activities in the national university system. The benefit derivable by the employer, universities and the students alike are immense and will go a long way to move the country forward technologically. 
Operators: The ITF, the coordinating agencies (NUC, NCCE, NBTE), the employers of labor and institution.
Funding: The Federal Government of Nigeria. 
Beneficiaries: Undergraduate students of the following; Agriculture, Engineering, Technology, Environmental, Sciences, Education, Medical sciences and Pure and applied sciences.
1.2	OBJECTIVES OF SIWES 
1. It increases a student’s sense of responsibilities
2. It prepares students to enter into full time employment in their area of specialization upon graduation.
3. It provides an avenue for students in tertiary institutions to acquire industrial skills and work experience in their course of study.
4. It helps students to develop skills and techniques directly applicable to their careers.
5. It provides students the opportunity to understand informal organizational interrelationships.
6. It provides students the opportunity to develop attitudes conducive to effective interpersonal relationships.
7. Makes the transition from school to the world of work easier and enhances students contacts for later job placement.
8. It helps students develop skills in the application of theory to practical work situations.
9. It provides students the opportunity to test their interest in a particular career before permanent commitments are made.


CHAPTER TWO
DESCRIPTION OF ESTABLISHMENT OF ATTACHMENT
2.1	LOCATION AND BRIEF HISTORY OF ESTABLISHMENT 
Office of Head of Service is a private owned company founded by Mr. Akanbi Muhammed, a visionary entrepreneur with passion for technology and innovation. Established with goal of providing top-notch technological solution and managerial services. Office of Head of Service has evolved into a reputable brand in Nigeria's tech industry.
The organization was established on July, 2018. Office of Head of Service was located along GRA road, Ilorin Kwara State. The journey of Office of Head of Service began with a simple yet ambitious idea - to bridge the gap in the Nigerian market for reliable and efficient technological services. Mr. Akin, with his extensive experience and expertise in the field, recognized the potential for a company that could cater to the growing demand for computer hardware and managerial services. Thus, Office of Head of Service was born, with its headquarters in Ilorin, Kwara, Nigeria.
Office of Head of Service specializes in the Typing and general printing, sales of Personal Computers (PCs) and offers a range of managerial services tailored to meet the unique needs of its clients. The company's product portfolio includes a wide variety of PCs, from desktops to laptops, catering to individuals, businesses, and organizations. Additionally, Office of Head of Service provides expert managerial services, including IT consulting, maintenance and Software installation, ensuring that its clients' technological infrastructure is optimized for maximum efficiency.
2.2	MISSION AND VALUES
At Office of Head of Service, the mission is to deliver exceptional technological solutions and services that exceed customer expectations. The company is guided by a set of core values, including a commitment to excellence, customer satisfaction, and continuous innovation. Mr. Akin and his team strive to build long-lasting relationships with their clients, providing personalized support and ensuring that their technological needs are met with prompt and effective solutions.

2.3    FUNCTIONS OF THE ESTABLISHMENT
Office of Head of Service is a multifaceted company that offers a wide range of services to cater to the diverse needs of individuals, businesses, and organizations. Our services include:
· Rendering Services: We provide expert rendering services to help you bring your ideas to life. Our team of skilled professionals uses the latest technology to deliver high-quality rendering solutions that meet your specific needs.
· IT Consultation: Our IT consultation services are designed to help you navigate the complex world of technology. Our experienced consultants will work with you to understand your IT needs and provide tailored solutions to improve your business operations.
· Type Settings and Printing: We offer professional type setting and printing services to help you produce high-quality documents, brochures, and other marketing materials. Our state-of-the-art printing equipment ensures that your prints are crisp, clear, and vibrant.
· Sales of PC: Office of Head of Service is also a reputable supplier of personal computers and other IT hardware. We offer a wide range of PCs from top brands, and our experienced team will help you find the perfect device to meet your needs and budget.
· Project Research: Our project research services are designed to help you make informed decisions about your business or organization. Our team of experienced researchers will conduct thorough research and analysis to provide you with actionable insights and recommendations.
· Business Innovation: At Office of Head of Service, we believe that innovation is key to business success. Our business innovation services are designed to help you stay ahead of the curve by identifying new opportunities, developing new products and services, and improving your business processes.
· Marketing Development: Our marketing development services are designed to help you reach new customers, build your brand, and drive sales. Our experienced marketing team will work with you to develop a customized marketing strategy that meets your specific needs and goals.
At Office of Head of Service, we are committed to delivering exceptional services that meet the highest standards of quality and excellence. Contact us today to learn more about how we can help you achieve your goals.
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2.5	THE VARIOUS DEPARTMENTS AND UNITS 
2.5.1	ADVERTISEMENT DEPARTMENT
As an integral organization are vehicles of advertising meant to appeal to their customers. There can be several sections in this department one to look after local advertising, one for classified ads, one for general/national advertising, one for legal advertising and yet another one for preparing copy and so on. For example, there is a complete sales team in place, whose job it is to push, as well as clients.
2.5.2	PRINTING/PRODUCTION DEPARTMENT
This is another department in a establishment whose name simply tells people the job that they perform. This department is responsible for the printing of the work. The department is in charge of everything that has to do with the production and printing of the papers.

2.5.3	ADMINISTRATIVE DEPARTMENT
This department is responsible for the general administration of the entire establishment. The department is in charge of certain very important duties such as planning, organizing and staffing. Thus, the department basically looks after the general administrative work pertaining to personnel their selection, training, promotion, allotment of work, maintaining leave record, liaison with government departments, general facilities and all such work that facilitates working of other departments.
2.5.4	STORES DEPARTMENT
This is a department that has one sole responsibility which is to properly store newsprint and all the raw materials used for printing. They also store all other materials that are used in the establishment.
2.5.5	INFORMATION TECHNOLOGY DEPARTMENT
This department is in charge of protecting, maintaining, and improving the technical equipment associated with running a media outlet.


CHAPTER THREE
ACTUAL WORKDONE WITH EXPERIENCE GAINED
During my Students Industrial Working Experience Scheme (SIWES) at the Office of Head of Service  located along GRA Ilorin, Kwara State, I was able to learn and gain a lot of industrial and organizational experience as goes: 
3.1	REPORT GATHERING
Recognize the most commonly used methods of gathering report. The four most commonly used methods in report gathering used by managers are observation, telephone conversations, research and interviews.
3.1.1	OBSERVATION
Observation consists of your actually seeing an event take place and then reporting what you have seen in the form of a report. The difference between a good story and a poor one is often in the skill of the observer. Skilled observers use their eyes, ears, mind, notebooks and tape recorders. They make sure they get the concrete facts, specific figures and accurate information. They look for the colorful, the dramatic or the unusual in any situation.
3.1.2	TELEPHONE CONVERSATIONS
Telephone conversations may range from full-scale interviews to brief queries to verify or amplify information. But regardless of how often you use this method of news gathering, you should keep the following points in mind:
· Know what information you want before you dial. Keep your pencil and paper handy. Do not call someone and then ask that person to wait while you look for writing materials.
· Speak politely indistinct, well-modulated tones.
· Be cheerful and businesslike.
· Make sure you get your facts straight. Ask the other person to repeat figures or spell out names.
· Avoid three-way conversations among yourself, the person on the telephone and somebody else in your office.
· Recheck your information by reading it back to the person who has given it to you.
· Do not discuss classified information.
Although a telephone is a very useful instrument, remember it is not the only, and not necessarily the best, method of gathering news. It should supplement, but not replace, all other methods. Whenever it is proper and convenient, use the telephone, but do not be afraid to engage in a little legwork. 



3.1.3	RESEARCH
Research is nothing more than digging out information from files and reference works. Research is used to verify or amplify facts in news stories and to give depth to feature stories and magazine articles. 
3.2	GRANTING OF INTERVIEW 
About 90 percent of everything in a news story is based on some form of interviewing - either in person, by telephone or occasionally by correspondence.
3.2.1	TYPES OF INTERVIEWS
Interviews are as varied as the people who grant them, the journalists who conduct them and the news that suggests them. Rarely are interviews so mechanical that they can be reduced to standard formulas or categories. Several types, however, deserve special attention because they are the ones that occur most frequently. They are as follows:
News Interview: The news interview is based on "hard news," some event or development of current and immediate interest. Suppose you are a journalist assigned to the staff of Commander, Naval Air Force, U.S. Atlantic Fleet (COMNAVAIRLANT), and a new super carrier has been launched for the Navy. Later, you learn the earner will be assigned to the Atlantic Fleet, and you are assigned to write the story. The original news announcement released by the shipyard or naval authorities would most likely contain only the broad, straight facts - cost, size and construction details.
In any interview, try to speak to the best authority available. Do not settle for the supply clerk if the information you need should come from the CO.
Telephone Interview: The telephone interview, a modified version of the news interview, has a number of obvious advantages, and at the same time, it has several limitations that challenge a resourceful journalist. Ingenuity and clear thinking are sometimes needed to locate a news source when a big story breaks; the power of persuasion is often necessary to elicit information from a reluctant person who can easily hang up the receiver, and a sympathetic telephone voice is important when you are talking to a family where tragedy has struck
Personality Interview: In the personality interview an effort is made to let the reader see the appearance, mannerisms, background and even the character of the subject. Magazines like the New Yorker have developed this type of interview, called "a profile," into a high art not easily attained by daily newspapers under the pressure of deadlines. However, with preliminary research on an interviewee's background, intelligent planning of questions and skillful interviewing, a good journalist can let a person's words and mannerisms bring that individual vividly to life in an interesting newspaper feature story.
3.3 TYPE SETTINGS AND PRINTING: I offer professional type setting and printing services to help you produce high-quality documents, brochures, and other marketing materials. Our state-of-the-art printing equipment ensures that your prints are crisp, clear, and vibrant.
3.4 SALES REPRESENTIVE: I represented Office of Head of Service as a reputable supplier of personal computers and other IT hardware. We offer a wide range of PCs from top brands, and our experienced team will help you find the perfect device to meet your needs and budget.
3.5 PROJECT RESEARCH: I designed project research services to help you make informed decisions about your business or organization. Our team of experienced researchers will conduct thorough research and analysis to provide you with actionable insights and recommendations.
3.6 BUSINESS INNOVATION: At Office of Head of Service, we believe that innovation is key to business success. Our business innovation services are designed to help you stay ahead of the curve by identifying new opportunities, developing new products and services, and improving your business processes.
3.7 MARKETING DEVELOPMENT: I supported marketing development services which were designed to help organization reach new customers, build your brand, and drive sales. I also work with experienced marketing team that work to develop a customized marketing strategy that meets Office of Head of Services specific needs and goals


CHAPTER FOUR 
ACTUAL WORKDONE WITH EXPERIENCE GAINED 

4.1	EXPERIENCE GAINED
During my four-month Students' Industrial Work Experience Scheme (SIWES) at Office of Head of Service, I gained a wealth of experience and skills that have prepared me for the workforce. The experience was enriching, and I was exposed to various aspects of the business world.
i. Business Orientation
My journey at Office of Head of Service began with a comprehensive business orientation program. I was introduced to the company's mission, vision, and objectives, as well as its organizational structure and culture. This orientation helped me understand the company's goals and how each department contributes to its success. I was impressed by the company's commitment to excellence and customer satisfaction, and I was eager to learn more about the business.
ii. Organization Policy
As I settled into my role, I became familiar with Office of Head of Service's organization policy. I learned about the company's code of conduct, employee handbook, and other guidelines that govern employee behavior. I understood the importance of adhering to these policies and procedures in maintaining a positive and productive work environment. This experience taught me the value of discipline and professionalism in the workplace.
iii. Challenges Facing Entrepreneurs
During my SIWES, I was enlightened on the challenges facing entrepreneurs in the industry. I learned about the difficulties of starting and running a business, including financial constraints, market competition, and regulatory hurdles. I saw firsthand how Office of Head of Service's management team navigated these challenges, and I was impressed by their resilience and creativity. This experience taught me the importance of adaptability, innovation, and risk management in business.
iv. Computer Literacy
At Office of Head of Service, I improved my computer literacy skills significantly. I was trained on various software applications, including Microsoft Office, and I learned how to use technology to enhance business operations. I became proficient in using tools like Excel, Word, and PowerPoint, and I was able to apply my skills in real-world scenarios. This experience has equipped me with the skills to work efficiently in a technology-driven environment.
v. Customer Relations
I also gained valuable experience in customer relations during my SIWES. I learned about the importance of providing excellent customer service, including responding to customer inquiries, resolving complaints, and building customer relationships. I interacted with customers, listened to their feedback, and developed strategies to improve customer satisfaction. This experience taught me the value of effective communication, empathy, and problem-solving in maintaining positive customer relationships.
vi. Marketing Development
Finally, I was involved in marketing development activities, including market research, advertising, and promotions. I learned about the importance of understanding target markets, developing marketing strategies, and measuring marketing effectiveness. I assisted in creating marketing materials, such as brochures and social media posts, and I helped to promote Office of Head of Service's products and services. This experience has equipped me with the skills to contribute to the marketing efforts of any organization.



CHAPTER FIVE
SUMMARY AND CONCLUSION
5.1	SUMMARY OF ATTACHMENT ACTIVITIES
This is a complete report of an industrial training program carried out during my SIWES (2024/2024) at Office of Head of Service located along GRA road Ilorin, Kwara State. Activities including field work such as report writing, market reporting, business oriented, Idea innovation, sale promotion, type setting and printing, creating advert caption and so on. 
The experience gained has given me a sound knowledge on media house in general which has helped prepare me for the future journalism work.
5.2	PROBLEMS ENCOUNTERED 
The success of my training is undisputed, but it was not devoid of rough edges. I experienced some challenges, among these are:
· Unequal Opportunities and Discrimination: I face discrimination, unequal treatment, or bias based on factors like gender, ethnicity and socioeconomic background.
· [bookmark: _GoBack]Transportation Expenses: I face the financial burden of commuting to their internship sites daily without any financial compensation, leading to wasted transportation fare 
· Time Constraints: One of the most significant challenges I face during SIWES is the limited duration of the programme. Lasting for a few months (typically three to four months), this short period often hinders students from gaining in-depth insights into their chosen fields.
· Insufficient Practical Experience: Another issue is the lack of hands-on experience. I find myself doing menial tasks that don’t align with their academic pursuits, leading to frustration and disappointment.

5.3	SUGGESTIONS FOR IMPROVEMENT OF THE SCHEME
· Students should be paid their allowance on time to ensure motivation
· Seminars should be organized for establishments to acquaint them with their roles towards students on training
· Government should participate fully in the provision of equipment in the placement centers
· Selection of placement should not be left to students. Polytechnics should make a means of allocating students to related companies
· Visiting of students during the program should be ensured by the ITF 

5.4	CONCLUSION
The period has contributed immensely to my academic experience. Students Industrial Working Experience Scheme (SIWES) is an important program for all students. It helps in tackling the issue of unemployment amongst youth as it teaches us way to be independent. The exercise made me understood part of what is expected as a journalist the practice. It helped groom my relationship skills especially in areas where team work are required and communicating with the staffs and students alike. It has exposed me to work ethics and routines.
The problems, if not tackled, will make it lose its usefulness and vitality notwithstanding the benefits of it. 
Finally, I hope the program will be improved so as to enhance manpower development and student’s skill in their respective field of study.
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