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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 AUD COMPREHENSIVE COLLEGE SENIOR
2.1:  Location, Objectives and Brief History 

History of AUD Comprehensive College Senior, Ota, Ogun State
AUD Comprehensive College Senior, Ota, Ogun State, is a renowned educational institution dedicated to academic excellence and character development. The school was established with the vision of providing quality education to students within Ota and its environs, fostering intellectual growth, moral uprightness, and social responsibility.

The school was founded by the Ansar-Ud-Deen Society, a reputable Islamic organization known for its commitment to educational advancement and community development. With a strong foundation in discipline, integrity, and academic rigor, AUD Comprehensive College has played a significant role in shaping the future of many students over the years.

Since its inception, the school has grown in infrastructure, academic programs, and extracurricular activities, ensuring a well-rounded education for its students. It boasts a team of dedicated teachers and administrative staff who work tirelessly to provide a conducive learning environment. The curriculum follows national educational standards, preparing students for external examinations such as the West African Senior School Certificate Examination (WASSCE) and other qualifying assessments.

Apart from academic excellence, AUD Comprehensive College Senior emphasizes moral and ethical values, instilling a sense of discipline and responsibility in its students. The school also encourages participation in sports, cultural activities, and vocational training, helping students develop skills that will benefit them in the future.

Over the years, the institution has produced outstanding graduates who have excelled in various fields, contributing positively to society. With its commitment to continuous improvement and educational excellence, AUD Comprehensive College Senior, Ota, remains a beacon of knowledge and leadership development for future generations.
CHAPTER THREE
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT AUD COMPREHENSIVE COLLEGE SENIOR
SIWES Experience Gained
During my Student Industrial Work Experience Scheme (SIWES), I gained valuable hands-on experience in various administrative and technological aspects of office operations. I was introduced to workplace ethics, including appropriate dressing, punctuality, and the importance of being hardworking. This orientation helped me understand the professional environment and workplace expectations. I learned how to arrange and set up a computer system, type using Microsoft Word, and type and print letters on A4 paper and letterhead paper. I also gained an understanding of proofreading documents to ensure accuracy and professionalism.

In the area of printing and document management, I learned how to operate a printer to print out documents and gained experience in loading printer cartridges for continuous operation. I learned how to properly arrange documents in rows and columns using Microsoft Excel and acquired knowledge of various office files and their uses. I also learned how to record incoming and outgoing mails accurately and gained an understanding of managing and maintaining an accurate record of information on a computer system.

My communication and office relations skills improved as I learned how to relate with staff and communicate effectively in a professional setting. I also gained experience in handling phone calls and managing emails efficiently. In the area of digital skills and marketing, I learned how to use Canva for designing and gained knowledge of social media development and management. I attended seminars on digital marketing, where I learned key strategies for online business growth. I also acquired skills in data entry using database management systems.

I learned about the CPS machine and its role in office administration and developed proficiency in various office applications to enhance productivity. My SIWES training provided me with essential skills in office administration, communication, and digital tools. The experience helped me develop a strong foundation in document management, computer operations, and workplace communication. These skills will be instrumental in my future career, ensuring efficiency and professionalism in my work.

CHAPTER FOUR
         SUMMARY AND CHALLENGES ENCOUNTERED

4.1   Summary                               

      The SIWES program provided me with invaluable practical experience in an office environment. I developed technical skills such as document preparation, printer maintenance, email communication, spreadsheet management, and troubleshooting minor system issues. Additionally, I gained knowledge in maintaining staff records, organizing files systematically, and handling confidential information securely. My communication, teamwork, and time management skills improved significantly through collaborative tasks and an open office layout. The hands-on training helped bridge the gap between theoretical learning and practical application, preparing me for future professional responsibilities
 4.2   Challenge Encountered
 (1) Problem of searching a place of attachment:- I had some

   many reason problems when searching for a place of 

   attattachment for my industrial training because most 

   organization rejected my request giving one reason or the 

   other that they do not want SIWES student.

(2) Cost of Transportation:- Also encountered challenges in the 

   aspect of transport fee during the course of my training due to 

   the distance of my place of attachment.
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.


