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ABSTRACT
The Student Industrial Work Experience Scheme (SIWES) is an essential part of academic training, designed to bridge the gap between theoretical knowledge and practical application in the business world. This report provides a detailed account of my industrial training at Success Computers and Stationeries Venture, Omu-Aran, Kwara State.
The report covers the objectives of SIWES, an overview of the company, and a detailed description of the activities carried out during the training. It highlights the roles and responsibilities assigned, the skills acquired, challenges encountered, and the recommendations for improvement. The experience gained has significantly contributed to my understanding of business operations, sales management, customer service, and office administration.
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CHAPTER ONE
INTRODUCTION
1.1 Background of SIWES
The Student Industrial Work Experience Scheme (SIWES) was established by the Industrial Training Fund (ITF) in 1973 to expose students in tertiary institutions to practical training in real work environments. The program is a mandatory requirement for students in technical, vocational, and management-related fields to gain hands-on experience before graduation.
1.2 Objectives of SIWES
The objectives of SIWES include:
1. Bridging the gap between classroom knowledge and real-world business applications.
2. Providing students with the opportunity to acquire practical experience in their field of study.
3. Developing students' technical and managerial skills to enhance employability.
4. Improving students' understanding of workplace ethics, teamwork, and communication.
1.3 Objectives of SIWES at Success Computers and Stationeries Venture
During my SIWES training at Success Computers and Stationeries Venture, the objectives were to:
1. Gain practical knowledge of business operations in a retail and service-oriented environment.
2. Develop customer service and sales management skills.
3. Learn inventory control and financial record-keeping.
4. Understand office administration and business management principles.

5. 1.4 Significance of the Training
This training was significant as it helped me to:
Apply theoretical knowledge to real-life business situations.
Develop essential soft skills such as communication, teamwork, and time management.
Gain experience in managing daily business operations.

CHAPTER TWO
DESCRIPTION OF THE ORGANIZATION
2.1 History of Success Computers and Stationeries Venture
Success Computers and Stationeries Venture is a medium-sized business located in Omu-Aran, Kwara State. It was established in (Year of Establishment) and specializes in the sale of computer accessories, office supplies, and IT-related services such as printing, photocopying, and computer repairs.
2.2 Organizational Structure
The company operates under the following structure:
· Managing Director: Oversees business operations.
· Sales Representatives: Handle customer service and product sales.
· Technicians: Responsible for computer maintenance and repairs.
· Administrative Staff: Manage office records and financial transactions.
2.3 Services Offered
· Sale of computers, printers, and accessories.
· Stationery supplies for offices and schools.
· Printing, photocopying, and lamination services.
· Computer repairs and software installation.

CHAPTER THREE
SIWES ACTIVITIES AND EXPERIENCE
This chapter provides a comprehensive account of the activities performed, skills acquired, and tools used during my Student Industrial Work Experience Scheme (SIWES) at Success Computers and Stationeries Venture, Omu-Aran, Kwara State.
3.1 Roles and Responsibilities Assigned
During my SIWES training, I was assigned multiple responsibilities related to business administration, customer service, inventory management, and office operations. My duties included the following:
3.1.1 Customer Service and Sales Management
· Welcoming customers and assisting them in selecting products (computers, accessories, and stationery items).
· Answering customer inquiries about product features, prices, and availability.
· Processing sales transactions using cash and POS machines.
· Handling customer complaints professionally and providing solutions.
3.1.2 Inventory and Stock Management
· Recording incoming and outgoing stock to maintain an up-to-date inventory list.
· Arranging products on shelves in an organized manner for easy accessibility.
· Notifying the manager when stock levels were low and needed replenishment.
· Ensuring that damaged or expired items were properly documented and removed from shelves.


3.1.3 Financial Record-Keeping
· Assisting in keeping daily sales records, including cash received and expenses incurred.
· Reconciling sales at the end of the day to ensure that cash records matched stock movement.
· Maintaining customer receipts and invoices for future reference.
3.1.4 Office Administration and Documentation
· Assisting in documentation of business transactions and organizing files.
· Filing and retrieving business documents when needed.
· Assisting in preparing business reports and recording data in registers and spreadsheets.
3.1.5 Operation of Office Equipment
· Learning how to operate and maintain office equipment such as:
· Photocopy machines for document duplication.
· Printers and scanners for producing and scanning documents.
· Laminating machines for document protection.
· Troubleshooting minor issues with office equipment under the supervision of a senior staff member.
3.1.6 Marketing and Business Promotion
· Assisting in updating product listings on the business’s WhatsApp and social media pages.
· Engaging customers on social media platforms to drive sales.
· Learning promotional strategies, such as discounts and referral programs, to attract more customers.
3.1.7 Other General Duties
· Ensuring the office and sales area were clean and organized.
· Running errands for the office, such as purchasing stationery and making bank deposits.
· Observing workplace ethics, including punctuality, teamwork, and professionalism.
3.2 Skills Acquired
The SIWES training at Success Computers and Stationeries Venture helped me acquire several key skills that will be useful in my career as a business administrator. These skills include:
3.2.1 Business and Sales Management Skills
· Understanding how to manage customer relationships to drive business growth.
· Learning how to negotiate prices and handle customer objections effectively.
· Managing daily sales and keeping track of revenue and expenses.
3.2.2 Communication and Customer Service Skills
· Developing strong interpersonal skills when interacting with customers.
· Learning to handle difficult customers with patience and professionalism.
· Understanding how to use persuasive language to influence customer buying decisions.
3.2.3 Financial and Inventory Management Skills
· Keeping accurate financial records and balancing cash registers.
· Learning to track inventory to prevent losses due to theft or mismanagement.
· Understanding stock control principles, including how to restock products based on demand.
3.2.4 Technical and Office Administration Skills
· Learning how to operate basic office machines such as printers, scanners, and photocopiers.
· Understanding how to troubleshoot minor technical faults in office equipment.
· Gaining knowledge of basic business documentation, including invoices and receipts.
3.2.5 Time Management and Multitasking Skills
· Managing multiple responsibilities simultaneously, such as attending to customers while recording sales.
· Prioritizing tasks based on urgency and importance.
· Working under pressure during peak business hours.
3.3 Tools and Equipment Used
Throughout my SIWES program, I worked with several tools and equipment that enhanced my understanding of office and business operations. Some of these include:
3.3.1 Office Machines and Equipment
· Photocopier: Used for making copies of important documents and materials.
· Printer and Scanner: Used for printing invoices, documents, and scanning customer forms.
· Laminating Machine: Used to protect and preserve important documents.
· Point of Sale (POS) Machine: Used for processing card payments from customers.
· Cash Register: Used for storing money and tracking daily sales transactions.
3.3.2 Business Software and Applications
· Microsoft Excel: Used for recording daily sales and managing stock inventory.
· Microsoft Word: Used for preparing invoices and business reports.
· Corel Draw: used for creating graphic designs.
3.3.3 Stationery and Office Supplies
· Receipts and Invoice Books: Used for issuing purchase receipts and recording transactions.
· Stock Registers: Used for tracking product availability and movement.
· Business Cards and Flyers: Used for promoting the company’s services and attracting new customers.
3.4 Work Schedule and Daily Routine
During my industrial training, my daily activities followed a structured routine, which included:
1. Opening the Office (8:00 AM - 8:30 AM)
· Arranging products and setting up workstations.
· Checking stock levels and reporting shortages.
· Ensuring office equipment was in good working condition.
2. Customer Service and Sales Operations (9:00 AM - 3:00 PM)
· Attending to walk-in customers and responding to inquiries.
· Selling products and issuing receipts for transactions.
· Handling photocopying, printing, and laminating requests.
3. Record-Keeping and Stock Management (3:00 PM - 4:30 PM)
· Updating inventory records and checking stock levels.
· Recording sales transactions in cash registers and digital spreadsheets.
· Reconciling cash received with recorded sales.
3.5 Summary of Experience Gained
My SIWES training at Success Computers and Stationeries Venture was an enriching experience that provided hands-on knowledge in business administration, customer service, inventory management, and office operations. The exposure helped me understand the importance of maintaining proper financial records, building strong customer relationships, and managing a business efficiently.
The opportunity to work with office machines, sales software, and social media marketing tools broadened my practical knowledge and skills. Additionally, the experience of handling multiple responsibilities helped me develop time management and multitasking abilities.
Overall, the SIWES program gave me a real-world perspective on business operations and equipped me with valuable skills that will be beneficial in my future career as a business administrator.


CHAPTER FOUR
OBSERVATIONS AND CHALLENGES
4.1 Observations Made
During my time at Success Computers and Stationeries Venture, Omu-Aran, Kwara State, I observed several key aspects of business administration, customer service, and operational management. These observations include:
4.1.1 Business Operations and Management
· The company follows a structured daily routine, including opening the store, inventory checks, and setting up workstations.
· Customer service plays a vital role in the business as a good relationship with customers enhances sales and customer retention.
· Inventory management is crucial in maintaining stock levels, preventing shortages, and ensuring smooth business operations.
4.1.2 Sales and Marketing Practices
· The company uses both physical sales and digital marketing (such as WhatsApp and social media) to attract customers.
· Discounts and promotional offers are sometimes used to increase sales, especially during festive seasons.
· Customers tend to prefer businesses that offer quality products at affordable prices, alongside good customer service.
4.1.3 Customer Service and Communication
· Effective communication with customers increases trust and sales.
· Some customers require guidance before making purchases, which means employees must be knowledgeable about the products.
· Handling customer complaints professionally can help retain customers and improve the company’s reputation.
4.1.4 Financial and Record-Keeping Practices
· The business keeps financial records manually and digitally for tracking sales and expenses.
· Proper record-keeping helps in decision-making and managing profit and loss.
· Cash handling and documentation require accuracy to prevent financial discrepancies.
4.1.5 Office Administration and Equipment Management
· The business uses computers, printers, photocopiers, and laminating machines for daily operations.
· Regular maintenance of office equipment is necessary to avoid breakdowns and workflow disruptions.
· Employees must be trained to operate and troubleshoot office equipment effectively.
4.2 Challenges Encountered
Despite the valuable experiences gained, I faced several challenges during the SIWES program, including:
· Adapting to a New Work Environment: At the beginning of the training, it was difficult to adapt to the fast-paced nature of the workplace. Also learning the company’s policies and customer service practices took some time.
· Handling Difficult Customers: Some customers were impatient or rude, which made customer service challenging. Furthermore, Dealing with price negotiations and complaints required patience and effective communication skills.
· Managing Multiple Tasks at Once: Balancing multiple responsibilities, such as attending to customers, operating office machines, and keeping financial records, was challenging at first. Multitasking required time management and prioritization skills.
· Technical Issues with Office Equipment: Some equipment, such as printers and photocopying machines, occasionally malfunctioned. Troubleshooting these issues required additional learning and guidance from senior staff.
· Record-Keeping Challenges: Initially, maintaining accurate records of sales and expenses was difficult due to high customer traffic. Any mistakes in documentation could affect stock management and financial reports.

CHAPTER FIVE
CONCLUSION AND RECOMMENDATIONS
5.1 Conclusion
The Student Industrial Work Experience Scheme (SIWES) at Success Computers and Stationeries Venture, Omu-Aran, Kwara State was a valuable learning experience that exposed me to real-world business administration practices. Throughout the training, I gained hands-on knowledge in customer service, sales management, inventory control, office administration, and financial record-keeping.
The experience helped bridge the gap between theoretical knowledge from lectures and practical business operations. I also developed essential soft skills such as teamwork, problem-solving, time management, and communication, which are crucial for career success.
Despite facing some challenges, I was able to adapt, learn, and improve my efficiency over time. The training has significantly enhanced my understanding of business operations and prepared me for future career opportunities in business administration.
5.2 Recommendations
Based on my experiences and observations, I would like to make the following recommendations:
· Take SIWES Seriously: The training is an opportunity to gain real-life experience, so students should actively participate and learn as much as possible.
· Be Open to Learning: New skills and responsibilities may be challenging, but with dedication and practice, students can improve and become more efficient.
· Develop Good Work Ethics: Punctuality, teamwork, honesty, and diligence are essential for success in any workplace.
· Learn Basic Computer Skills: Since many businesses rely on digital tools, students should enhance their knowledge of office software and digital marketing.
Overall, my SIWES experience at Success Computers and Stationeries Venture, Omu-Aran, Kwara State was both challenging and rewarding. I was able to apply my theoretical knowledge in a practical setting, develop new skills, and gain insights into business administration.
The training has strengthened my passion for business management, and I now feel more confident in handling real-world business challenges. I am grateful for the opportunity to participate in SIWES and look forward to applying my experience in future career endeavors.
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