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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 labour.

       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.
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;
     




CHAPTER TWO
DESCRIPTION OF THE HISTORY OF REFRESH CONSULTANT LTD
The History of Refresh Consultant Ltd
Founding and Early Years
Refresh Consultant Ltd, located on Muritala Taiwo Road, Ilorin, was established with a vision to provide top-tier consulting services across various industries. Founded by a team of experienced professionals, the company was created to bridge the gap between businesses and strategic solutions, helping organizations achieve their goals efficiently.
From its inception, Refresh Consultant Ltd set out to become a leader in business consulting, offering services in management, financial advisory, human resource development, and IT solutions. The founders recognized the need for expert guidance in navigating the challenges of the modern business world, and they built the company on the principles of innovation, professionalism, and client satisfaction.
Growth and Expansion
In its early years, Refresh Consultant Ltd operated as a small consulting firm, serving local businesses in Ilorin. However, with a reputation for delivering results-driven solutions, the company quickly expanded its client base. Over time, it diversified its services, incorporating training programs, business process optimization, and market research into its portfolio.
By the mid-2000s, Refresh Consultant Ltd had established itself as a trusted name in the consulting industry. The company began collaborating with corporate organizations, government agencies, and non-profit entities, providing strategic insights that helped drive growth and efficiency.
Technological Advancements and Innovation
Recognizing the increasing role of technology in business, Refresh Consultant Ltd embraced digital transformation early on. The firm introduced IT consulting services, assisting businesses in integrating modern technology into their operations. This included solutions in cloud computing, data management, and cybersecurity.
Additionally, Refresh Consultant Ltd adopted a data-driven approach to consulting, leveraging analytics to provide accurate market predictions and business strategies. The company also implemented remote consulting services, allowing clients to access expertise from anywhere in the world.
Industry Impact and Achievements
Over the years, Refresh Consultant Ltd has played a crucial role in shaping the success of numerous businesses. The company has helped startups develop business plans, assisted established firms in restructuring their operations, and provided organizations with the tools needed to adapt to changing market dynamics.
One of the significant achievements of the company has been its contribution to human capital development. Through training programs and workshops, Refresh Consultant Ltd has empowered countless professionals with the skills and knowledge required to excel in their careers.
Future Aspirations
Looking ahead, Refresh Consultant Ltd aims to expand its reach beyond Ilorin and establish a national and international presence. The company plans to introduce more specialized consulting services, invest in research and development, and strengthen its digital transformation strategies.
With a legacy of excellence and a commitment to continuous improvement, Refresh Consultant Ltd remains dedicated to providing innovative and result-oriented solutions. The company’s journey from a small consulting firm to a reputable industry leader is a testament to its resilience, expertise, and unwavering dedication to its clients.
As it moves forward, Refresh Consultant Ltd is set to remain at the forefront of business consulting, helping organizations navigate complexities and achieve sustainable success.


CHAPTER THREE
EXPERIENCE GAINED DURING MY SIWES
2.1 Introduction to Office Equipment
During my training, I was introduced to various office equipment that are essential in a professional work environment. These included scanners, printers, photocopiers, and laminating machines. I received comprehensive training on their functions, basic troubleshooting, and proper maintenance procedures to ensure efficiency, durability, and optimal performance.
One of the key skills I acquired was document scanning, where I learned how to properly digitize physical documents, ensuring that scanned copies were clear, properly formatted, and well-organized for easy retrieval. I also learned how to operate the lamination machine, which is used to protect important documents from damage due to handling or environmental factors such as moisture and dust.
Additionally, I was trained on best practices for organizing and storing physical documents systematically to improve accessibility and prevent loss. A crucial aspect of this training involved handling confidential documents with care, ensuring that sensitive information was not exposed to unauthorized individuals. I learned how to store documents securely, implement access control measures, and dispose of sensitive materials properly when no longer needed.
Office Equipment Connectivity and Maintenance
In addition to learning how to operate office equipment, I also gained hands-on experience in setting up and connecting devices such as printers and scanners to computer systems. This involved installing necessary drivers, configuring network settings, and ensuring seamless integration with the organization's workflow.
I was trained in the basics of office equipment maintenance, which included routine cleaning, diagnosing minor technical issues, and troubleshooting common problems such as paper jams, low ink levels, and connectivity errors. Understanding these maintenance procedures helped ensure that office equipment remained in good working condition, reducing downtime and improving overall efficiency in the workplace.
Training on Microsoft Office Applications
A significant aspect of my training focused on using Microsoft Office applications to enhance workplace productivity. I was introduced to several key software programs and their practical applications, including:
· Microsoft Word – I learned how to create, edit, and format professional business documents such as letters, reports, memos, and proposals. Additionally, I practiced using advanced features such as tables, headers and footers, page numbering, and document review tools to improve document structure and readability.
· Microsoft PowerPoint – I was trained in designing and delivering visually engaging presentations. I learned how to create slides, incorporate animations and transitions, add multimedia elements, and structure presentations effectively for professional meetings.
· Microsoft Excel – My training covered spreadsheet management, data entry, and analysis using formulas and functions. I learned how to organize large datasets, create charts and graphs, use conditional formatting, and perform basic financial calculations to enhance data-driven decision-making.
· Microsoft Publisher – I was introduced to desktop publishing and design, where I learned how to create professional-looking brochures, flyers, business cards, and newsletters. This training provided me with basic graphic design skills useful for corporate branding and marketing materials.
Report Writing and Business Communication
Throughout my SIWES training, I was introduced to the fundamentals of professional writing and business communication. I gained experience in drafting and formatting business documents such as memos, official letters, and reports. I also learned the importance of clarity, conciseness, and professionalism in workplace communication.
In addition to written communication, I received training on email etiquette and management. This included composing well-structured emails, using professional language, attaching necessary documents, and managing email inboxes efficiently to ensure prompt responses and organized correspondence.
I learned how to conduct effective business communication through verbal and non-verbal means. This included active listening, maintaining professionalism in conversations, and using appropriate tone and gestures in formal interactions. These skills are crucial for workplace collaboration, ensuring smooth communication between colleagues, supervisors, and clients.


CHAPTER FOUR
SUMMARY AND CHALLENGES ENCOUNTERED
4.1 Summary
The SIWES program provided me with invaluable hands-on experience in a professional office setting. During the training, I acquired technical skills such as document preparation, printer maintenance, email communication, spreadsheet management, and basic system troubleshooting. Additionally, I learned how to maintain staff records, systematically organize files, and handle confidential information with care. Through collaborative tasks and working in an open office environment, I significantly improved my communication, teamwork, and time management skills. This practical exposure helped bridge the gap between theoretical knowledge and real-world application, equipping me with essential competencies for my future career.
4.2 Challenges Encountered
1. Difficulty in Securing a Placement: Finding a suitable organization for my industrial training was challenging, as many establishments declined my request, citing various reasons for not accepting SIWES students.
2. High Transportation Costs: Another major challenge was the financial burden of transportation expenses due to the considerable distance between my place of attachment and my residence.


CHAPTER FIVE
RECOMMENDATIONS
I.     The institution should be encouraged to create financial
      autonomy for Institution based SIWES Units/Directorates.

II.    The establishment should provide the adequate facilities to
      make the programme enjoyable for the SIWES Students.

III.    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 diretc funding of 
      SIWES.

IV.    The company should be willingly to accept and encourage 
       students that are seeking for SIWES placement in their 
       company without requesting for any money.




