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ABSTRACT
This report presents a comprehensive account of my SIWES internship at the Ondo State Rural Water Supply and Sanitation Agency (RUWASSA) as part of the Business Administration program. The primary aim of the internship was to bridge the gap between theoretical academic knowledge and practical professional experience. Over the ten-week period, I engaged in diverse administrative and technical tasks that provided invaluable insights into the operational dynamics of a government agency. The training encompassed areas such as financial management, project planning and evaluation, regulatory compliance, and community outreach, each contributing to the development of both technical and soft skills. By applying classroom theories to real-world scenarios, the internship not only enhanced my professional competence but also underscored the critical importance of continuous learning and adaptability in a dynamic work environment. The findings of this report reveal that experiential training is pivotal in enhancing employability and organizational efficiency, thus preparing future professionals to effectively manage public sector challenges 
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CHAPTER ONE
INTRODUCTION
1.1 Background of SIWES
The Student Industrial Work Experience Scheme (SIWES) was established to expose students to real-life practical experiences in their fields of study. The program helps students acquire relevant industrial skills before graduation.
1.2 Objectives of SIWES
i. To bridge the gap between theory and practice in banking and finance.
ii. To expose students to financial operations and customer service.
iii. To develop skills in cash handling, inventory control, and financial reporting.
1.3 Significance of the Study
The training helped enhance my practical understanding of financial transactions, sales documentation, and customer relationship management within a commercial setting.



CHAPTER TWO
BACKGROUND INFORMATION ON THE ORGANIZATION
2.1 History of Total Engine Filling Station
Total Engine Filling Station is a subsidiary of Total Nigeria Plc, one of the leading petroleum marketing companies in Nigeria. The station provides petroleum products, lubricants, and minor automotive services.
Total Filling Station is a subsidiary of Total Energies, a multinational energy company with operations spanning across the petroleum, natural gas, and renewable energy sectors. The company was originally established as Total S.A. in 1924 in France and has since grown to become one of the world's leading oil and gas corporations. In 2021, the company rebranded as Total Energies to reflect its commitment to sustainable energy solutions.
2.2	Total Energies in Nigeria
Total Energies began operations in Nigeria in 1956 as Total Nigeria Plc, focusing on marketing petroleum products and expanding its retail network. Over the decades, the company has established a strong presence in the country, with a network of filling stations, lubricant distribution channels, and other downstream operations.
Total Filling Stations across Nigeria provide essential services, including the sale of Premium Motor Spirit (PMS), Automotive Gas Oil (AGO), Dual Purpose Kerosene (DPK), lubricants, and car care products. The stations also offer ancillary services such as car maintenance, tire checks, and mini-mart sales.
2.3 Structure and Operations
The station operates with different departments, including finance, sales, inventory control, and customer service. My role was mainly within the finance department, where I assisted in daily cash reconciliation, sales reporting, and customer transactions.

CHAPTER THREE
TECHNICAL TRAINING EXPERIENCE
Week 1: Orientation and Introduction to Station Operations During the first week of my training at Total Engine Filling Station, I was introduced to the station’s operations. The orientation process included an overview of safety procedures, cash handling techniques, and an understanding of how financial transactions are managed within the station. I was also familiarized with the different roles of employees, which provided me with an insight into the organizational structure.
Week 2: Sales Transactions and Cash Reconciliation In the second week, I actively participated in daily sales transactions. My role involved assisting in processing cash payments, issuing receipts, and ensuring that customers were attended to efficiently. Additionally, I observed how cash reconciliation was performed at the end of each business day to account for daily sales and ensure financial accuracy.
Week 3: Financial Record-Keeping and Invoice Processing The third week focused on financial record-keeping and documentation. I was introduced to the process of invoice processing, cash deposits, and the reconciliation of bank transactions. This experience deepened my understanding of how financial records are maintained and audited to ensure proper accountability.
Week 4: Customer Service Training In the fourth week, I received training in customer service techniques. I learned how to handle customer inquiries, resolve complaints professionally, and ensure customer satisfaction. This aspect of the training was particularly valuable, as customer service is crucial in any financial and commercial environment.
Week 5: Inventory Control and Stock Management During the fifth week, I gained insight into inventory control and stock management of petroleum products. I assisted in monitoring fuel stock levels, documenting sales volume, and ensuring that there was no shortage in supply. This training provided me with an understanding of how inventory control plays a vital role in business operations.
Week 6: Account Balancing and Financial Reporting In the sixth week, I worked closely with the finance team to balance accounts and generate financial reports. I learned how to analyze sales records, prepare financial statements, and verify the accuracy of financial data. This phase of my training was instrumental in reinforcing my knowledge of financial reporting and analysis.
Week 7: Marketing Strategies and Sales Growth The seventh week of my training exposed me to marketing strategies aimed at increasing fuel sales. I observed how promotional offers were implemented, how customer engagement was enhanced, and how the station used pricing strategies to remain competitive in the market. Understanding these strategies gave me insight into how sales performance can be improved.
Week 8: Review and Final Report Compilation Finally, in the eighth and last week of my training, I conducted a thorough review of all the skills and knowledge I had acquired. I also worked on compiling my final report for submission. This process allowed me to reflect on my overall experience and document my key learnings from the SIWES program.

CHAPTER FOUR
SUMMARY, RECOMMENDATIONS, AND CONCLUSION
4.1 Summary of Training
The SIWES training at Total Engine Filling Station provided invaluable hands-on experience in financial management, customer relations, and sales documentation. The training improved my understanding of cash handling, inventory control, and the importance of customer satisfaction in business. Additionally, I gained insights into the operational structure of a filling station, learning about the coordination of different departments, including finance, sales, and inventory control. This experience allowed me to appreciate the importance of teamwork, efficiency, and accuracy in financial transactions. Furthermore, I had the opportunity to work with modern accounting and sales tracking software, which enhanced my technical skills in financial reporting.
4.2 Challenges Encountered
During the training, I encountered several challenges that tested my adaptability and problem-solving skills:
· Difficulty in managing high-volume sales transactions during peak hours: The station experienced heavy customer traffic during rush hours, making it challenging to process transactions efficiently while maintaining accuracy in financial documentation.
· Adapting to financial reconciliation procedures with minimal errors: The reconciliation of daily sales and cash transactions required extreme attention to detail. Mistakes in calculations could lead to discrepancies, which necessitated careful verification and review.
· Understanding stock management dynamics: Ensuring adequate fuel stock while preventing overstocking or understocking was a critical aspect of operations that required careful monitoring and forecasting.
· Handling customer complaints and inquiries: Some customers presented complex issues that required patience, diplomacy, and problem-solving skills to resolve effectively.

4.3 Recommendations 
Based on my experiences during the training, I recommend the following improvements:
· More practical training should be incorporated into the university curriculum: Universities should include hands-on training in financial software applications, inventory management, and customer service to better prepare students for industry challenges.
· Filling stations should implement digital payment systems to ease cash transactions: Introducing digital payment options such as mobile banking, POS terminals, and online transactions will reduce reliance on cash handling, minimize errors, and enhance customer convenience.
· Enhanced customer service training for staff: Employees should undergo periodic training on customer engagement strategies to improve satisfaction and loyalty.
· Integration of automated sales and stock monitoring systems: The adoption of automated systems for tracking sales and inventory will improve efficiency and reduce human errors in financial reporting.
· Encouragement of teamwork and collaboration: Establishing a structured work environment where employees communicate effectively and support each other can enhance productivity and service delivery.
4.4 Conclusion 
The SIWES program was an eye-opener that provided me with relevant industry knowledge and skills essential for my future career in banking and finance. I am now better equipped to handle financial operations and customer interactions in a professional setting. The experience helped bridge the gap between theoretical knowledge and practical application, allowing me to develop problem-solving skills, improve my analytical abilities, and understand the complexities of financial transactions in a retail business environment. Overall, the training has contributed significantly to my personal and professional development, reinforcing the importance of accuracy, accountability, and customer satisfaction in financial management.
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