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ABSTRACT
This report is aimed at giving the introduction to what was achieved during the SIWES program which will be used to business Administration and non-business Administration student. This technical report is written to improve the standard of learning and create awareness for continuity education in tertiary institution.
The report comprises of four different chapters. Chapter one describe the introduction, chapter two describes the department\unit of the organization, chapter three involve the student involvement in the organization, chapter four is the summary, conclusion, recommendation and relevance experience gained to student.
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CHAPTER ONE
1.0	INTRODUCTION
Training is a key factor in enhancing the efficiency and expertise of the workforce. No society can achieve meaningful progress without encouraging its youth to acquire necessary practical skills. Such skills enable them to make use of available resources to meet the needs of the society. It was against this background that SIWES, otherwise referred to as industrial Training was introduced to Nigeria tertiary institutions.
SIWES is a skill development programme designed to prepare students of universities, polytechnics or monotechnics and colleges of education for transition from academic environment to labour market.
The scheme had given students the opportunity of getting familiar with and expose to the experience needed in handling the tools and materials which are not provided by the institutions of study.
This report is to keep record and to serve as a proof of my completion of the training exercise which covers a period of four months starting from October to December, 2024
1.1	BRIEF HISTORY OF SIWES
SIWES (Student Industrial Work Experience Scheme) was established by ITF (Industrial Trust Fund) 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 educational policy.
Beneficiaries: Undergraduate students of the following: Agriculture, Engineering, Technology, Environmental, Science, Education, Medical Science and Pure, Applied Sciences and ICT.
Operators: Industrial Trust Fund (ITF), the Coordinating Agencies (NUC, NCCE, NBTE), Employers of Labour and Institutions.
Funding: The Federal Government of Nigeria.
Duration: Four months for Polytechnics and Colleges of Education, and Six months for the Universities.
1.2	AIMS AND OBJECTIVE OF SIWES
(i)	To provide an avenue for students in Nigerian tertiary institutions to acquire industrial skills and experience during their course of study.
(ii)	To prepare the students for the work situation they are likely to meet after graduation.
(iii)	To expose the students to work methods and techniques in handling equipment and machinery that may not be available in their institution.
(iv)	To allow the transition phase from school to the world of working environment easier and facilitate students contact for later job placement.
(v)	To provide student with an opportunity to apply their theoretical knowledge to real work situation thereby bridging the gap between theory and practice.







CHAPTER TWO
2.0	OVERVIEW OF THE ORGANIZATION
The Oshodi-Isolo Local Government Headquarters is one of the prominent administrative bodies in Lagos State, Nigeria. It plays a critical role in grassroots governance, focusing on the delivery of essential services, community development, and the implementation of government policies at the local level. The headquarters is strategically located in Oshodi-Isolo, a densely populated and economically vibrant area, making it pivotal in addressing the needs of its diverse populace.

2.1	ORGANIZATIONAL STRUCTURE
The Oshodi-Isolo Local Government is structured to ensure efficient administration and service delivery. It comprises various departments, including:
Human Resource and Organization (HRO): Responsible for staff management, recruitment, training, and welfare.
Finance and Accounts: Handles budgeting, revenue generation, and financial reporting.
Health and Environment: Oversees public health initiatives, waste management, and environmental sustainability.
Works and Infrastructure: Focuses on maintenance and development of public infrastructure such as roads and buildings.
Education and Social Services: Promotes educational programs and provides support for community welfare projects.
Each department is headed by a director who reports to the council chairman, ensuring that all units work cohesively towards achieving the organization’s goals.

2.2	FUNCTIONS OF THE LOCAL GOVERNMENT
The Oshodi-Isolo Local Government is tasked with several key responsibilities, including:
1.	Primary Education: Management and funding of primary schools within the jurisdiction.
2.	Health Services: Provision of basic healthcare facilities and public health campaigns.
3.	Infrastructure Development: Construction and maintenance of roads, markets, and recreational facilities.
4.	Environmental Management: Implementation of waste disposal systems and environmental protection policies.
5.	Community Engagement: Organizing town hall meetings, cultural events, and other initiatives to foster community participation.

2.3	WORK CULTURE AND VALUES
The Oshodi-Isolo Local Government fosters a work culture that emphasizes professionalism, accountability, and teamwork. Employees are encouraged to uphold ethical standards while delivering services that align with the local government’s mission to improve the quality of life for residents.

2.4	CHALLENGES AND ACHIEVEMENTS
Despite facing challenges such as limited funding and infrastructural deficits, the Oshodi-Isolo Local Government has made significant strides in areas like healthcare delivery, youth empowerment programs, and infrastructural development. These achievements highlight its commitment to overcoming obstacles and driving sustainable development within the community.






CHAPTER THREE
3.0	ACTIVITES DURING SIWES
During my SIWES placement, I was assigned various tasks and responsibilities, which provided a broad understanding of the operations within the HRO Department. The following were my key activities:
3.1	 Administrative Duties
File Management: I assisted in the organization and retrieval of employee files, ensuring that all documents were correctly filed and easily accessible.
Document Preparation: I prepared memos, letters, and other official documents under the supervision of my mentors.
Data Entry: I updated employee records and other administrative databases using computer applications.
3.2	Recruitment and Selection Process
Interview Coordination: I participated in scheduling and organizing interviews for new hires.
Screening Applications: I assisted in reviewing and sorting job applications based on departmental needs.
3.3	Training and Development
Workshop Planning: I contributed to organizing training sessions and workshops for staff members.
Attendance Management: I recorded attendance during training sessions and prepared reports on participation.
3.4	Employee Relations
Handling Queries: I attended to staff inquiries regarding benefits, leave, and other HR-related matters.
Conflict Resolution: I observed and learned how disputes among employees were resolved professionally.


3.5	General Office Support
Meetings: I attended departmental meetings, recorded minutes, and prepared summaries.
Customer Service: I interacted with visitors and employees, providing them with necessary information or directing them to the appropriate offices.
3.6	Skills Acquired
Technical Skills: Proficiency in administrative software and tools for record-keeping and document preparation.
Communication Skills: Improved written and verbal communication through interaction with staff and preparation of official documents.
Time Management: Learned how to prioritize tasks and manage deadlines effectively.
Teamwork: Collaborated with colleagues and supervisors to achieve departmental goals.
Problem-Solving: Developed a better understanding of handling workplace challenges and finding solutions.













CHAPTER FOUR

4.1	PROBLEMS ENCOUNTERED DURING THE PROGRAM
During my SIWES training at ISHODI ISOLO LOCAL GOVERNMENT, I encountered several challenges that affected my workflow and learning experience. These problems can be categorized into the following areas:
1.	Time Management and Workload Pressure: On busy days, I had to multitask between typesetting, printing, photocopying, and online registration, leading to occasional delays and errors. Learning to prioritize tasks and stay organized helped me manage workload effectively.
2.	Lack of Transport Fare: Due to the lack of transport fare, there are limited days to go for training.
3.	Adaptation to Workplace Environment: Initially, it was challenging to adapt to the formal organizational culture and workflow.
4.	Technical Issues: Occasional difficulties with computer systems required learning troubleshooting skills.
5.	Balancing Tasks: Managing multiple tasks within tight deadlines was a learning curve.
4.2	CONCLUSION
My SIWES experience at the Oshodi-Isolo Local Government Headquarters in the HRO Department was highly enriching. It provided me with valuable insights into the workings of public administration and honed my professional skills. The exposure to real-world HR practices has significantly contributed to my academic and career development. I am grateful for the opportunity to learn and grow in such a dynamic environment.
4.3	RECOMMENDATIONS
To enhance the SIWES experience for future participants:
1.	The organization should provide a structured orientation program to help students integrate more effectively.
2.	Assignments should be tailored to align with students' academic backgrounds for maximum relevance.
3.	Regular feedback sessions should be conducted to guide and improve student performance.
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