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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 KOOL DOC BIZ KONCEPT
2.1	Brief History of Kool Doc Biz Koncept
KOOL-DOC BIZ KONCEPT was incorporated in IPAGA, Nigeria with Registration Number 2742555. It was registered on 27 Dec 2018 and it's current status is ACTIVE. Company's registered office address is 3 Gbadamosi Opesa Street, Opeki Bus Stop.
















CHAPTER THREE AND FOUR
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT KOOL DOC BIZ KONCEPT
My very first day at my industrial programme centre was based on introduction. During the same week of resumption, I was attached to the loan department, where I was opportune to make use of MS-Word for typing, formatting, and editing business documents, as well as printing, photocopying, scanning, and binding files. I was also opportune to organize and maintain both physical and digital records, ensuring proper documentation management.
During the programme, I was also taught how to create folder and changing the of background of the system. Using some of the application package like Microsoft word, PowerPoint etc especially Microsoft word. Practical was done on how to copy and paste word from one place to another. 
Explanation was done on the meaning of Secretary, who is a secretary, duties and responsibilities of secretary in an organization, the full meaning of PDF (Portable Document Format) and also the methods of keeping records in the organization. In addition, more light was shared on the meaning of Folder, technology, record book.
Lastly, my experience at Kool Doc Biz Koncept enhanced my administrative, customer service, business consultancy, and digital skills, preparing me for professional roles in business.
EXPERIENCES GAINED AT KOOL DOC BIZ KONCEPT
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. 
During my SIWES program at Kool Doc Biz Koncept, I was privilege to gained valuable experience in business, customer service, and digital support. I also improved my secretarial skills by handling document formatting, printing, and record management. Engaging with clients enhanced my communication and customer service abilities, as I assisted with inquiries, scheduled appointments, and processed service requests. I also gained insight into business operations, learning about business registration, compliance requirements.
The experience strengthened my communication skills as I worked at my attached area. In conclusion, my SIWES training provided me with practical knowledge in office tools, business support services, and digital documentation, preparing me for future roles in professional and corporate settings.



CHAPTER FIVE
SUMMARY, CHALLENGES ENCOUNTERED AND RECOMMENDATIONS
5.1	Summary                               
During my SIWES program at Kool Doc Biz Koncept, I was privilege to gained valuable experience in business, customer service, and digital support. I also improved my secretarial skills by handling document formatting, printing, and record management. Engaging with clients enhanced my communication and customer service abilities, as I assisted with inquiries, scheduled appointments, and processed service requests. I also gained insight into business operations, learning about business registration, compliance requirements.
The experience strengthened my communication skills as I worked at my attached area. In conclusion, my SIWES training provided me with practical knowledge in office tools, business support services, and digital documentation, preparing me for future roles in professional and corporate settings.
5.2	Challenge Encountered
· 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.
· 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. 
5.3	Recommendations
1. Institutions should collaborate more with organizations to provide better placement opportunities.
2. More Training sessions should be conducted on modern office technology.
3. Companies should engage interns with practical tasks to enhance their learning experience.
4. SIWES should be extended to allow students to gain more in-depth practical knowledge.

