
A TECHNICAL REPORT

ON


STUDENT'S INDUSTRIAL WORK EXPERIENCE
SCHEME(SIWES)


UNDERTAKEN AT


REFRESH TABLE WATER


BY

BAKARE QUWAM SOLA
MATRIC--ND/23/OTM/PT/0018

SUBMITTED TO
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT,
INSTITUTE OF INFORMATION AND COMMUNICATION
TECHNOLOGY, (IICT)
KWARA STATE POLYTECHNIC, ILORIN


IN PARTIAL FULFILLMENT OF THE REQUIREMENTS FOR
THE AWARD OF NATIONAL DIPLOMA (ND)
IN OFFICE TECHNOLOGY AND MANAGEMENT



SUPERVISOR: MRS. ADESEKO




SEPTEMBER -- DECEMBER 2024


I
DEDICATION

This Student Industrial Work Experience Scheme(SIWES) report 
is dedicated to Almighty Allah for his protection and also to my humble parent in person of Honor, Integrity and Principle Mr. and Mrs. Bakare
for their effort during my Student Industrial Work Experience Scheme (SIWES) programme.
















II
ACKNOWLEDGMENT

All thanks, Glorification, adoration and appreciation is given to nobody except Almighty Allah (SWT). The Lord of incomparable in majesty, the given of knowledge and wisdom to whom He loves May His peace, blessings on the noble prophet Muhammad (SAW) the best among human. His companion, the household and generally to all Muslim till the day of resurrection(Amen).
My appreciation will be incomplete without giving thanks to my amiable Industrial-Based SIWES Coordinator a person of Mr. Lawal O. Saeed and my SIWES Supervisor Mrs. Adeseko for the necessary supervision and comment on my Student Industrial Work Experience Scheme(SIWES) for the better outcome.
I'm indebted to my lovely family for their love, support and advise in person of Mr. & Mrs. Bakare. I pray to Almighty Allah to spare their life so they reap the fruit of their labour.














III
TABLE OF CONTENTS


» TITLE PAGE                                                             				I

» DEDICATION                                                            				II

» ACKNOWLEDGMENT                                                  				III

» TABLE OF CONTENTS                                                  				IV

CHAPTER ONE 
  INTRODUCTION 
1.1 Background of SIWES                               
1.2 Aims and Objectives of SIWES                                                    
CHAPTER TWO
  DESCRIPTION OF THE ESTABLISHMENT OF ATTACHMENT
2.1 Location of the Establishment
2.2 Brief History of the Establishment
2.3 Objectives of the Establishment
CHAPTER THREE & FOUR 
  REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT  
  REFRESH TABLE WATER

CHAPTER FIVE
  SUMMARY,CHALLENGES ENCOUNTERED AND RECOMMENDATIONS 
 5.1 Summary                                          
 5.2 Challenges encountered                             
 5.3 Recommendations





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 REFRESH TABLE WATER
2.1	Brief History of Refresh Table Water
The Refresh’R is WaterFleets revolutionary solution to the problem of remote population hydration. Safe, compliant drinking water delivered “kiosk” style at the OSHA approved temperature, all without the need for coolers, ice, and trucking. The Refresh’R, located where the population needs it, and backed up by WaterFleet’s water production and refill service, puts hydration opportunities where it is needed with significantly less hassle and waste, for a competitive cost. 
2.2	Mission and Vision of Refresh Table Water
· OUR MISSION
We will educate the leaders of today and tomorrow about drinking water quality issues to realize our goal of safe drinking water being available to every Canadian.
· OUR VISION
To reaffirm and promote all people's right to safe drinking water. With a focus on developing partnerships with rural communities throughout Canada and around the world, we intend to effect change at the municipal, provincial, and federal levels as well as within civil society and industries involved in the protection and production of public water supplies.

CHAPTER THREE AND FOUR
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT REFRESH TABLE WATER 
My very first day at my industrial programme centre was based on introduction. During the same week of resumption I was attached to the customer service area because my profession also deals with attending to clients in a better way of communication.
The day of attachment I was opportune to records details of clients that are needed to be supplied. At the customer service area, my coordinator was able to guide and explain meaning of computer, important of computer to the organization. I was opportune to type quotation letter using Ms-Word. 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 A, Ctrl S, etc and some other applications e.g. spreadsheet it is use to arrange the payroll of the organization and how to record incoming and outgoing mails for the organization. 
In addition, I was privilege to know how to take orders from the client and customers. At my SIWES centre the most work carried by me was just typing every day, these are the task carried out during the program will be listed below:
· Typing of Memo, Meetings, and all other curricular task.
· Disseminating typed letter at the door step of each staff.
· Making sure the staff at the computer room register on the time book when resuming and when leaving the office.
· Keeping the computer room very neat and clean everyday. 
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 AT REFRESH TABLE WATER
 	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. 
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 all our work deals mostly with computer and to be able to communicate with staff and visitors.
CHAPTER FIVE
SUMMARY, CHALLENGES ENCOUNTERED AND RECOMMENDATIONS
5.1	Summary                               
My three (4) months programme at Refresh Table Water has been one of the interesting and productive experience in my life. Through this training, I have gained new insight and more comprehensive. It has also improved my skills.
All these valuable experiences and knowledge that I have gained were not only acquired through the direct involvement in task but also through other aspect of the training such as work, observation, interaction with colleagues, superior and other people related to the field.
As a result of the programme I am more confident to build my future career which I have started with Refresh Table Water
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.

