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ABSTRACT
The Student Industrial Work Experience Scheme (SIWES) is a structured training program designed to bridge the gap between theoretical knowledge and practical application. This report details my SIWES experience at ADBAQ Information and Technology, where I was assigned to the administrative unit. The internship provided an opportunity to gain hands-on experience in business administration, document management, human resource support, financial administration, and interdepartmental collaboration. Throughout the training period, I was involved in various tasks such as filing and organizing office documents, data entry, record-keeping, preparing meeting minutes, assisting in recruitment processes, and supporting the finance team with basic accounting functions. These activities reinforced my understanding of administrative operations and enhanced my problem-solving, communication, and time management skills. The report highlights key learnings from the internship, including the importance of efficiency in office management, collaboration between different departments, and the role of technology in modern administrative functions. Despite challenges such as limited exposure to advanced tasks and occasional technical difficulties, the experience was highly beneficial in preparing me for future professional endeavors. Based on my observations, I recommend extending the SIWES period, improving orientation programs, and increasing hands-on exposure to advanced administrative tasks. The internship has been a transformative experience, equipping me with valuable skills and practical insights that will be essential in my career in business administration. 

CHAPTER 1
1.1 STUDENT INDUSTRIAL WORK EXPERIENCE SCHEME
The Students Industrial Work Experience Scheme (SIWES), is a skills Development programme initiated by the Industrial Training Fund (ITF), in 1973 to bridge the gap between theory and practice among students of Engineering and technology in Institutions of Higher Learning in Nigeria. It provides for on-the-job practical experience for students as they are exposed to work methods and techniques in handling equipment and machinery that may not be available in their Institutions.
SIWES was established by 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.
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.
Duration – Four months for the Polytechnics.
1.2 AIM OF THE STUDY
The Student Industrial Work Experience Scheme (SIWES) plays a crucial role in bridging the gap between theoretical knowledge acquired in the classroom and the practical demands of the modern workplace. It allows students to immerse themselves in real-world environments, applying their academic learnings to real-life situations.
Practical Application: SIWES provides a platform for students to apply the theoretical concepts they have learned in their academic programs to real-world scenarios. This hands-on experience solidifies their understanding and helps them develop a deeper appreciation for the practical implications of their studies.
Industry Exposure:  Through SIWES, students gain valuable exposure to modern technology, tools, and industry processes. They get to witness firsthand how their field of study is applied in the real world, gaining insights into the latest trends and advancements.
Skill Enhancement: SIWES is instrumental in enhancing students' practical skills and preparing them for the challenges of the modern job market. It allows them to develop essential skills such as problem-solving, teamwork, communication, and time management, all of which are highly valued by employers.
IMPORTANCE OF SIWES:
Industry-Academia Collaboration: SIWES fosters a strong relationship between educational institutions, employers, and the Industrial Training Fund (ITF). This collaboration ensures that academic programs are aligned with industry needs, and that students are equipped with the skills and knowledge required by the workforce.
 Professional Development:  SIWES equips students with practical knowledge and skills that are essential for their professional development. This real-world experience helps them gain confidence, build their resumes, and become more competitive in the job market.
Real-Life Experience: SIWES provides a platform for students to gain valuable real-life experience before entering the workforce. This experience allows them to test their skills, explore different career paths, and gain a better understanding of the industry they are pursuing.
1.3 THE ROLE OF THE INDUSTRIAL TRAINING FUND
The Industrial Training Fund (ITF) was established by the decree 47 of 1971 constitution and charged with the responsibility of promoting and encouraging the acquisition of industrial skills, with the view of generating a collection of indigenous trained manpower, sufficient enough to enhance and meet the needs of the economy so as to promote development. Supervision of students, organizing orientation programs, and disbursing allowances to students are some of the roles played by the industrial training fund in the implementation of SIWES.
1.4 THE SCOPE AND IMPORTANCE OF SIWES
The scheme covers all science and technological based students in monotechnics, polytechnics and universities in Nigeria, resulting in a high population of students which is easily managed because of the public and private industries that partake in the scheme. SIWES enables students acquire industrial know-how in their field of study particularly in technological based courses. It also enables students experience the application of theoretical knowledge in solving real life problems.
1.5 THE ROLE OF THE STUDENT AND THE INSTITUTION
The role of the student is to partake in the program in such a way that he/she will achieve maximum benefit from the program. The student is advised to ask questions, be submissive, and adhere to all the rules and regulations of the organization where he is attached. Identification of placement opportunities, funding of SIWES supervisors and assessment of the student are some of the roles played by the institutions to ensure smooth running of the program.

1.6 RELEVANCE TO BUSINESS ADMINISTRATION
For a Business Administration student, SIWES is an invaluable opportunity to gain insight into how organizations are managed. During my attachment at ADBAQ Information and Technology, I worked in the administrative unit, where I observed and participated in activities central to effective business management. These experiences included document management, human resource functions, financial support tasks, and interdepartmental coordination, all of which are critical to understanding the operational dynamics of a modern organization.
CHAPTER TWO: ORGANIZATIONAL PROFILE AND INDUSTRY CONTEXT
2.1 COMPANY OVERVIEW
ADBAQ Information and Technology is an IT service company that has been operational since 2013. Specializing in computer training, project documentation, networking, cybersecurity, online registration, and digital marketing, the company provides a wide range of IT solutions. Although it is primarily an IT firm, its administrative unit plays a key role in ensuring smooth business operations and effective communication within the organization.
2.3 HISTORICAL BACKGROUND
Since its inception, ADBAQ Information and Technology has evolved to meet the growing demand for IT services in both the public and private sectors. The company has expanded its service offerings over time to include:
	•	Project Typing & Printing for academic and professional projects.
	•	Online Registration Services for educational institutions.
	•	School Fee Online Payment solutions.
	•	Software Development, Cybersecurity, and Digital Marketing services.
This diverse portfolio underscores the company’s commitment to technological innovation and excellence in service delivery.
2.4 ORGANIZATIONAL STRUCTURE IN THE ADMINISTRATIVE UNIT
The administrative unit at ADBAQ Information and Technology is structured to support the company’s operational needs. Key functions within the unit include:
	•	Filing and Document Management: Organizing and archiving office documents for easy retrieval.
	•	Data Entry and Record Keeping: Maintaining accurate employee records and business documentation.
	•	Human Resource Support: Assisting in recruitment processes, scheduling interviews, and preparing onboarding materials.
	•	Communication Management: Drafting and distributing internal memos, emails, and newsletters.
	•	Financial Administration: Supporting the finance department with tasks such as petty cash management, invoice verification, and budget data entry.
	•	General Office Administration: Overseeing routine tasks like photocopying, scanning, and inventory management.
2.5	ORGANIZATION CHART
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CHAPTER THREE: PERSONAL EXPERIENCE AND TASKS PERFORMED
3.1 ORIENTATION AND INTRODUCTION
During the initial phase of my SIWES attachment, I was introduced to the company’s policies, procedures, and organizational structure. I participated in an orientation session that familiarized me with the administrative unit’s roles and responsibilities, and I had the opportunity to meet key staff members who guided me throughout my training.
3.2 ADMINISTRATIVE TASKS AND RESPONSIBILITIES
Throughout my attachment at the administrative unit, I was involved in a variety of tasks that provided a well-rounded exposure to business administration functions:
Document Management:
	• Assisted with filing and organizing office documents, ensuring that records were up-to-date and easily accessible.
	• Helped in the typing, formatting, and printing of business letters, proposals, and project documents.
Data Entry and Record Keeping:
	• Entered employee records and maintained business documentation using Microsoft Excel and other data management tools.
	• Assisted in updating customer databases and archiving financial records for future reference.
Meeting and Communication Support:
	• Attended a business operations meeting and took detailed meeting minutes, which were later circulated to the team.
	• Assisted in preparing and distributing internal memos and emails, ensuring effective communication within the company.
	• Managed the office calendar by scheduling meetings and coordinating with various departments.
Human Resources Support:
	• Shadowed the Human Resource officer to learn about recruitment processes.
	• Assisted in sorting resumes, arranging interviews for potential new hires, and preparing onboarding materials.
	• Updated the internal employee handbook with new company policies.
Financial Administration:
	• Assisted the finance department with petty cash transactions, expense records, and data entry for budget preparation.
	• Observed the use of accounting software to verify invoices, receipts, and prepare financial statements.
Marketing and Customer Relations:
	• Shadowed the marketing team to learn about market research and customer feedback collection.
	• Assisted in organizing a marketing campaign briefing and preparing marketing proposals.
Office and Project Management:
	• Assisted with logistical support for staff training programs and business meetings, including room preparation and document compilation.
	• Participated in a brainstorming session aimed at improving workflow within the administrative unit.
	• Prepared a summary of documents for an upcoming company audit.
	•	Technical Support and Miscellaneous Tasks:
	•	Helped with basic administrative tasks such as photocopying, scanning, and binding documents.
	•	Reviewed weekly progress reports with my supervisor and participated in team meetings to evaluate departmental performance.
	•	Assisted in preparing contracts, business proposals, and performance reports for review by senior management.
3.3 INTERDEPARTMENTAL COLLABORATION AND LEARNING
My role required close interaction with other departments, such as the finance, human resources, and marketing teams. This interdisciplinary exposure helped me understand how different segments of the organization interrelate to drive overall business success. The collaborative environment enhanced my communication skills and provided practical insights into effective teamwork and problem-solving.










CHAPTER 4: ANALYSIS, SUMMARY CONCLUSION, AND RECOMMENDATIONS
4.1 ANALYSIS AND KEY LEARNINGS
The SIWES experience at ADBAQ Information and Technology provided a comprehensive understanding of the administrative functions in a modern business. Key learnings include:
Integration of Theory and Practice: The hands-on experience enabled me to apply academic theories in real-world scenarios, enhancing my understanding of business processes and organizational management.
Effective Communication: Preparing memos, meeting minutes, and coordinating with various departments honed my written and verbal communication skills, essential for a career in business administration.
Operational Efficiency: Observing and participating in daily administrative tasks highlighted the importance of efficient document management, data organization, and timely communication in ensuring smooth business operations.
Interdisciplinary Coordination: The collaborative work environment illustrated how departments such as HR, finance, and marketing work together to achieve organizational goals.
4.2 SUMMARY
During my SIWES internship in the Administrative Unit at ADBAQ Information and Technology, I gained comprehensive hands-on experience in business administration. I was involved in a variety of tasks, including document management, data entry, organizing meetings, supporting HR functions, and assisting the finance team with basic transactions and record-keeping. This experience allowed me to apply theoretical concepts from my Business Administration studies such as organizational management, effective communication, and teamwork in a real-world environment. Working across different functions, I learned the importance of meticulous documentation, efficient data processing, and interdepartmental collaboration. Although I encountered challenges such as limited exposure to advanced tasks and occasional technical issues, these obstacles provided valuable learning opportunities and reinforced the need for adaptability and continuous improvement. The internship not only deepened my understanding of administrative operations but also equipped me with practical skills that are essential for a successful career in business administration. My recommendations include extending the duration of SIWES, enhancing practical exposure, and fostering greater interdepartmental collaboration to further enrich the learning experience for future students.
4.3 CONCLUSION
My SIWES attachment in the administrative unit of ADBAQ Information and Technology has been an enriching and transformative experience. I have gained invaluable practical skills in document management, data processing, human resources, and financial administration. This experience has not only complemented my academic knowledge in Business Administration but has also prepared me for the challenges of the modern workplace by emphasizing the importance of effective communication, organization, and teamwork
4.4 RECOMMENDATIONS
Based on my experience, I recommend the following improvements for future SIWES programs:
Extend the Duration: Increasing the SIWES period beyond four months would allow for deeper learning and greater independence in handling complex tasks.
Enhance Hands-On Exposure: Provide more opportunities for interns to manage projects independently, particularly in advanced data management and financial administration.
Strengthen Orientation Programs: Implement thorough orientation sessions to ensure that interns are well-prepared and understand their roles from the outset.
Interdepartmental Projects: Encourage collaborative projects between different departments to provide a holistic view of the organization’s operations.
Regular Feedback Sessions: Establish a structured mentorship program with regular feedback and performance reviews to help interns track their progress and address any challenges promptly.
Invest in Technology: Continuously update administrative tools and software to ensure that interns are trained on the latest technologies, which will better prepare them for future employment.
PERSONAL REFLECTIONS
This SIWES attachment has been a pivotal experience in my academic and professional development. Working in the administrative unit has given me a realistic insight into the inner workings of a dynamic IT company. I have learned the importance of meticulous documentation, efficient data management, and proactive communication. These skills are not only critical for business administration but are also transferable to various other professional fields. The practical experience gained has reinforced my passion for business administration and has motivated me to pursue further opportunities in corporate management and operational strategy. The exposure to real-world challenges and the collaborative work environment have prepared me to enter the workforce with confidence and a clear understanding of how organizations operate.
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