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REPORT OVERVIEW
This report was compiled from the activities carried out and experience gained during my 12 weeks industrial training undertaken at THOMAS ADEWUMI UNIVERSITY (TAU).
This report discusses the actual work done and practical skills gained during the training period and justifying the relevance of scheme in equipping students with needed practical and technical competence to thrive in the real world.
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CHAPTER ONE

1.0 INTRODUCTION
In October 1971, the federal government established the Industrial Training Fund (I.T.F). In its policy statement No 1 published in 1973, a clause was inserted dealing with the issue of practical skills among the locally trained professional in tertiary institutions especially the University of Technology, Monotechnic, Polytechnics, Colleges of Educations and Technical Colleges. Section 15 0f the policy statement states clearly that “Great emphasis will be placed on assisting certain products of the post-secondary school system to adapt or orientate easily to their possible post-graduation job environments”, subsequently leading to the launch of a scheme known as the Student’s Industrial Work Experience Scheme (SIWES). 

1.1 BACKGROUND
The Industrial Training fund established by decree 43 was introduced in 1971, vis-à-vis the birth of the Students Industrial Work Experience Scheme (SIWES) the same year by the Federal Government of Nigeria (FGN). It is against this background that the industrial training fund (ITF) initiated, designed and introduced SIWES Scheme in 1973 to acquaint students with the skills of handling employers’ equipment and machinery.
The Industrial Training Fund (ITF) solely funded the scheme during its formative years. However, due to financial constraints, the fund withdrew from the scheme in 1978. The Federal Government, noting the significance of the skills training, handed the management of the scheme to both the National Universities Commission (NUC), and the National Board for Technical Education (NBTE) in 1979. The management and implementation of the scheme was however, reverted to the ITF by the Federal Government in November, 1984 and the administration was effectively taken over by the industrial training fund in July 1985, with the funding solely boned by the Federal Government. It is an integral part of the requirements for the award of Certificates, Diplomas and Degrees in institutions of higher learning, e.g. Colleges of Education, Polytechnics, Universities, etc. 
Student Industrial Work Experience Scheme (SIWES) exposes students to industry based skills necessary for a smooth transition from the classroom to work environments. It accords students of tertiary institutions the opportunity of being familiarized, exposed, and prepare students of universities, polytechnics, college of technology, college of agricultures and college of education for the industrial work situation they are likely to meet after graduation and to the needed experience in handling machinery and equipment which are not found in such an educational institution.
1.2 	OBJECTIVES OF SIWES
The Industrial Training Funds Policy Document No. 1 of 1973 which established SIWES outlined the objectives of the scheme. The objectives are to:
· To provide students with relevant practical experience.
· To satisfy accreditation requirements set by the Nigerian Universities Commission (NUC).
· To familiarize students with typical environments in which they are likely to function professionally after graduation.
· To provide student an opportunity to see the real world of their discipline and consequently bridge the gap between the University work and actual practice.
· To change the orientation of students towards labour market when seeking for job.
· To help students access area of interest and suitability for their chosen profession.
· To enhance students, contact for future employment
· To provide access to equipment and other facilities that would not normally be available in the University workshop
· To enlist and enhance industry involvement in university education.
· Summarily the objective of the Student Industrial Work Experience Scheme.
· To solve, the problem of inadequate practical skills, preparatory for employment in industries by Nigerian graduates of tertiary institution. 
· To promote and encourage the acquisition of skills in industry and commerce, with a view of generating a pool of indigenous trained manpower sufficient to meet the needs of the economy.
· To provide an avenue for students in higher institutions of learning to acquire industrial skills and experiences during their course of study.
· To prepare students for industrial work situations that they are likely to meet after graduation.
· To expose students to work methods and techniques in handling equipment and machinery that may not be available in their institutions.
· To make the transition from school to the world of work easier and enhance students’ contacts for later job placements.
· To provide students with the opportunities to apply their educational knowledge in real work situations, thereby bridging the gap between theory and practice.
· To enlist and strengthen employers’ involvement in the entire educational process and prepare students for employment in Industry and Commerce (Information and Guideline for SIWES, 2002).

1.3 BODIES INVOLVED IN THE MANAGEMENT OF SIWES
The bodies involved are: The Federal Government, Industrial Training Fund (ITF). Other supervising agents are: National University Commission (NUC), National Board for Technical Education (NBTE) and National Council for Colleges of Education (NCE)
There are key bodies involved in the operations for effectiveness and relevance to the attainment of national goals in the management structure of the SIWES in Nigeria. How each one contributes is highlighted below.

1. FEDERAL GOVERNMENT
Policy and Funding Support: It institutes a general policy framework and provides funding to SIWES; hence, it promotes skills development through practical training that addresses the needs of the labor market in the country.
It lays down the legal and regulatory environment in which SIWES operates, ensuring that the same is focused on national development imperatives.
2. INDUSTRIAL TRAINING FUND ITF
Program Implementation: ITF is the main coordinator and manager of the SIWES program. It organizes, supervises, and sees to it that students are rightly placed in industry for their field of study.
Funding and Stipends: Allowance to students while on industrial training and stipends to cover some of the requirements that would aid in acquiring practical skills.
Quality Assurance: Assess students' performance and the quality of training for appropriateness to standards at the workplace.
3. NATIONAL UNIVERSITY COMMISSION (NUC)
Policy and Guidelines for Universities: Provide policies and guidelines to universities on how to integrate SIWES into the curriculum for science, engineering, and other technical programs.
Curriculum Co-ordination: Liaises with universities in the structuring of academic work to incorporate SIWES as an essential ingredient in the learning of students to give practical exposure in addition to classroom knowledge.
4. NATIONAL BOARD FOR TECHNICAL EDUCATION NBTE
Technical Institutions Management: Coordinates the implementation of SIWES in polytechnics and technical colleges with the view to exposing students pursuing technical courses to industry practice.
Accreditation and Compliance: Approves standards for SIWES in the technical institutions with a view to ensuring that the aims of the program are achieved to improve the quality.
5. NATIONAL COUNCIL FOR COLLEGES OF EDUCATION (NCE)
Institutionalization of SIWES into Teacher Training: Ensures that SIWES is integrated into the teacher education curriculum, especially in the area of technical and vocational education.
Policy and Coordination: Formulate policies which help SIWES at Colleges of Education to ensure that teachers-to-be have exposure to the real world for which they may translate such experience to the classroom.
Therefore, the success or otherwise of the SIWES depends on the efficiency of the Ministries, ITF, Institutions, Employers of labour and the general public involved in articulation and management of the program. Thus, the evaluation of SIWES in tertiary institutions in meeting up with the needs for the establishment of the program is necessary.


CHAPTER 2
ESTABLISHMENT OVERVIEW
THOMAS ADEWUMI UNIVERSITY (TAU)
2:1 BRIEF HISTORY OF THOMAS ADEWUMI UNIVERSITY (TAU)
Thomas Adewumi University (TAU) is a private institution of higher learning located in Oko, Kwara State, Nigeria. The university was established with the primary goal of providing world-class education in various academic disciplines, fostering innovation, and preparing students to tackle contemporary challenges in society. While still a relatively new institution, Thomas Adewumi University is rapidly gaining recognition for its academic excellence, state-of-the-art facilities, and commitment to holistic student development.
The story of Thomas Adewumi University begins with the vision of its founder, Dr. Thomas Adewumi, a renowned Nigerian businessman and philanthropist. Throughout his successful career, Dr. Adewumi demonstrated a deep commitment to giving back to his community, particularly in the area of education. Recognizing the pressing need for access to quality education in Nigeria and his passion for developing intellectuals who can contribute meaningfully to national development, Dr. Adewumi set out to create an institution that would be a beacon of academic excellence in Nigeria and beyond.
His vision was simple yet profound – to establish a university that not only imparts knowledge but also molds students into leaders who are equipped with the skills necessary to address global challenges. To achieve this, Dr. Adewumi committed to building a university that would combine world-class teaching with modern infrastructure, cutting-edge research, and a holistic approach to student development.
In addition to academic excellence, the university was to emphasize core values such as integrity, service to society, social responsibility, and innovation. Dr. Adewumi envisioned an institution where students are not just taught to excel in their fields but also encouraged to contribute to the development of their communities through volunteerism, social work, and ethical practices.
The establishment of Thomas Adewumi University was formally announced in 2020, although the groundwork for its creation began several years before that. The university was the result of the efforts of the Thomas Adewumi Foundation, a non-governmental organization established by Dr. Adewumi to promote education and welfare programs in Nigeria. The foundation's mission is to provide opportunities for young Nigerians to access quality education and empower them to contribute to national development.
The university was named in honor of Dr. Thomas Adewumi himself, symbolizing his commitment to the advancement of education in Nigeria. The selection of Oko in Kwara State as the location for the university was strategic. Kwara State has long been recognized as a hub for education, with institutions such as the University of Ilorin and Kwara State Polytechnic already offering a wide range of educational opportunities. By situating Thomas Adewumi University in Oko, the institution benefits from the region’s educational landscape while also making a unique contribution to the local community and the wider region of Northern Nigeria.
The establishment of Thomas Adewumi University followed the approval of the National Universities Commission (NUC) of Nigeria, which oversees the accreditation of higher education institutions in the country. The NUC’s approval was a critical step in legitimizing the university and ensuring that it would operate in compliance with national standards for higher education.
Upon its establishment, Thomas Adewumi University launched a diverse range of academic programs at both the undergraduate and postgraduate levels. These programs were designed to meet the demands of the modern workforce and address Nigeria’s socio-economic challenges. The university offers degree programs in fields such as science, engineering, business administration, social sciences, humanities, and health sciences, among others. These programs are designed to combine theoretical knowledge with practical skills, preparing students for leadership roles in their respective fields.
The university's academic offerings are structured to ensure that graduates are well-rounded individuals who possess critical thinking, communication, and problem-solving skills. Students are exposed to a curriculum that incorporates both local and international perspectives, allowing them to become global citizens who can adapt to the ever-changing dynamics of the modern world.
In addition to the traditional undergraduate and postgraduate degrees, Thomas Adewumi University places significant emphasis on research and innovation. The university aims to contribute to the advancement of knowledge by encouraging faculty and students to engage in research projects that address pressing national and global challenges. By promoting research in areas such as renewable energy, sustainable agriculture, healthcare, and digital transformation, the university seeks to position itself as a leader in creating solutions for the future.
Furthermore, Thomas Adewumi University emphasizes the integration of technology into its educational offerings. Recognizing the transformative impact of digital technologies on every aspect of modern life, the university seeks to ensure that its students are proficient in using technology for academic, professional, and personal development. The university also leverages digital platforms to facilitate online learning, ensuring that students can continue their studies even in the face of unforeseen challenges like the COVID-19 pandemic.
One of the key features of Thomas Adewumi University is its state-of-the-art infrastructure and facilities. The university’s campus is equipped with modern lecture halls, laboratories, libraries, and sports facilities, all designed to support the academic and extracurricular needs of students. The facilities are built to international standards, ensuring that students have access to the best possible learning environment.
The university’s campus also features student accommodation, offering a range of housing options for both local and international students. The university’s residential halls are designed to create a comfortable and conducive environment for learning, while also fostering a sense of community among students.
In addition to academic and residential facilities, the university places great emphasis on the development of recreational and sports facilities. With a strong belief in the importance of a balanced lifestyle, Thomas Adewumi University provides students with opportunities to engage in sports and other recreational activities. This approach promotes physical fitness, teamwork, and leadership skills, all of which are essential for personal and professional success.
As with any new institution, Thomas Adewumi University faced several challenges during its establishment and early years of operation. One of the major challenges was securing funding to develop the necessary infrastructure and ensure that the university could meet its educational objectives. However, thanks to the commitment of Dr. Thomas Adewumi and the support of various stakeholders, the university was able to overcome these challenges and continue its growth trajectory.
Another challenge was attracting qualified faculty members and staff who shared the university's vision and values. Dr. Adewumi recognized that the success of the university depended largely on the caliber of its academic staff, and as such, the university invested in attracting top-tier educators who could provide students with high-quality instruction.
Despite these challenges, Thomas Adewumi University has made remarkable progress in a short period of time. The university’s continued focus on excellence, innovation, and student welfare has enabled it to establish itself as a respected institution in Nigeria’s higher education landscape.
One of the central goals of Thomas Adewumi University is to contribute to Nigeria’s socio-economic development by producing graduates who are equipped to address the country’s most pressing issues. The university’s emphasis on research, innovation, and community engagement allows it to make meaningful contributions to national development.
TAU has been particularly active in addressing issues related to education, healthcare, technology, and sustainable development. Through its research initiatives, the university has developed solutions to problems such as inadequate access to quality education, environmental degradation, and limited access to healthcare in rural areas. The university’s graduates are also encouraged to participate in volunteer programs, internships, and community development initiatives that have a positive impact on society.
The university has also played a significant role in the development of its local community in Oko, Kwara State. By providing employment opportunities, supporting local businesses, and engaging in philanthropic activities, Thomas Adewumi University has become an integral part of the local socio-economic fabric.
Looking ahead, Thomas Adewumi University is committed to continuing its growth and development. The university plans to expand its academic offerings, invest in cutting-edge research, and further enhance its infrastructure to meet the needs of a growing student population.
The university also aims to strengthen its partnerships with other institutions, both within Nigeria and internationally, to ensure that it remains at the forefront of global academic trends. As part of its internationalization strategy, Thomas Adewumi University seeks to attract students from all over the world, thereby contributing to cultural exchange and the global exchange of knowledge.
Additionally, Thomas Adewumi University plans to increase its outreach programs, providing scholarships and educational support to underprivileged students and communities across Nigeria. By making education accessible to all, the university hopes to contribute to the achievement of the United Nations’ Sustainable Development Goals (SDGs) and promote socio-economic equity across the country.
In conclusion, Thomas Adewumi University stands as a beacon of hope and progress in Nigeria’s educational landscape. With its strong commitment to academic excellence, innovation, and social responsibility, the university is poised to make significant contributions to national and global development. Through its visionary leadership, modern infrastructure, and dedicated faculty, Thomas Adewumi University is well on its way to becoming one of Nigeria’s leading institutions of higher learning.
As the university continues to grow and evolve, it remains steadfast in its mission to produce graduates who are not only academically proficient but also equipped with the skills, values, and ethics needed to address the challenges of the 21st century. The future of Thomas Adewumi University is bright, and its impact on education in Nigeria will continue to be felt for generations to come.
MISSION:
The mission of Thomas Adewumi University is to provide high-quality, accessible education that fosters academic excellence, innovation, and holistic development, while preparing students to become leaders who can effectively address global and national challenges. The university is committed to promoting integrity, social responsibility, and a culture of research, ensuring that graduates contribute meaningfully to the advancement of society.
VISION:
The vision of Thomas Adewumi University is to be a leading institution of higher learning, renowned for academic excellence, innovative research, and the development of well-rounded individuals equipped to contribute to the socio-economic growth of Nigeria and the global community. The university strives to be a center of learning that inspires critical thinking, creativity, and ethical leadership.
2:2 OBJECTIVE OF ESTABLISHMENT
1. Academic Excellence: To provide a world-class education that fosters intellectual curiosity, critical thinking, and problem-solving skills, ensuring that students are well-prepared for professional success.
2. Research and Innovation: To promote cutting-edge research that addresses contemporary global and national challenges, contributing to the advancement of knowledge and the development of practical solutions.
3. Holistic Development: To nurture the personal, social, and ethical development of students, preparing them to be responsible and effective leaders in their communities and beyond.
4. Global Perspective: To offer programs that integrate international best practices and perspectives, equipping students to succeed in a globalized world.
5. Community Engagement: To actively engage with the local community and contribute to national development through social responsibility initiatives, volunteerism, and collaborative partnerships.
6. Technological Integration: To leverage modern technologies in both teaching and learning, ensuring that students are proficient in the digital skills necessary for success in today’s fast-paced world.
7. Student Support Services: To provide comprehensive support services that ensure students’ academic, personal, and professional growth throughout their time at the university.
8. Sustainability: To create an environment that encourages sustainable practices, both within the campus and in the broader community, contributing to environmental conservation and the achievement of the Sustainable Development Goals (SDGs).
2.3 VARIOUS UNITS IN THE ESTABLISHMENT AND FUNCTION
Certainly! Here's an extended version of the organizational structure for Thomas Adewumi University, with detailed explanations for each point in sentence and numbering format:
1. University Council: The University Council is the supreme governing body of Thomas Adewumi University, responsible for setting the broad policies and direction for the institution. It comprises distinguished individuals with expertise in various sectors, including education, law, business, and government. The Council ensures that the university maintains high academic standards, fiscal responsibility, and compliance with national education regulations. It is also involved in appointing key university officials, including the Vice-Chancellor, and approving major decisions regarding the growth and expansion of the university.
2. Chancellor: The Chancellor is the ceremonial head of the university, playing a key role in representing the institution in public and official functions. While the Chancellor does not directly manage the day-to-day affairs of the university, they serve as an important figure in university governance. They preside over formal academic ceremonies such as graduation, conferment of degrees, and other significant events. The Chancellor may also act as an ambassador for the university, helping to forge beneficial relationships with other institutions, government bodies, and the wider community.
3. Vice-Chancellor (VC):  The Vice-Chancellor is the Chief Executive Officer (CEO) of the university and has overall responsibility for its academic, administrative, and financial operations. The Vice-Chancellor reports directly to the University Council and is responsible for executing the policies and decisions made by the Council. They provide leadership and direction for the university, ensuring that the institution remains committed to academic excellence, research, and innovation. The VC also represents the university in both local and international forums, and plays a key role in building the university’s strategic partnerships, fostering a culture of learning, and enhancing its reputation.
4. Deputy Vice-Chancellor (DVC): The Deputy Vice-Chancellor assists the Vice-Chancellor in the administration of the university and may be tasked with specific responsibilities such as academic affairs, student welfare, or research initiatives. The DVC is expected to step in for the Vice-Chancellor in their absence and work closely with the faculty deans, heads of departments, and administrative staff to ensure that the university’s academic programs and services meet high standards. The DVC's role is critical in ensuring smooth operations and supporting the Vice-Chancellor in meeting the university’s strategic objectives.
5. Registrar: The Registrar is the head of the administrative division responsible for the management of student records, admissions, and overall student-related services. They oversee the maintenance of academic records, including course registrations, examinations, and the issuance of academic certificates. The Registrar also ensures that the university’s administrative procedures align with legal and regulatory requirements. They play a vital role in student affairs, providing support to students throughout their academic journey and ensuring a smooth academic experience from admission to graduation.
6. Bursar: The Bursar is responsible for the university’s financial management, including budgeting, accounting, auditing, and financial planning. The Bursar oversees the collection of fees, allocation of funds for various university operations, and ensures that the university adheres to proper financial practices. They also provide regular financial reports to the Vice-Chancellor and University Council to aid in decision-making processes. The Bursar plays a critical role in ensuring that the university remains financially sustainable and can continue to offer high-quality educational services.
7. Librarian: The Librarian is responsible for managing the university’s library services and resources, which support the academic and research needs of both students and faculty. The Librarian ensures that the library is equipped with current research materials, books, journals, and digital resources. They also oversee the training of students and staff in information literacy and research skills. In collaboration with academic departments, the Librarian ensures that the library remains a vital resource for academic learning and research at the university.
8. Deans of Faculties: Each faculty within the university is headed by a Dean, who plays a pivotal role in ensuring the successful functioning of the faculty’s academic and administrative activities. The Dean is responsible for overseeing the academic programs, teaching staff, curriculum development, and overall faculty operations. They work closely with the Vice-Chancellor, Deputy Vice-Chancellor, and Heads of Departments to ensure that academic standards are upheld. The Deans also represent their faculties at the university Senate and ensure that faculty goals align with the university’s mission and strategic objectives.
· Faculty of Science – The Dean of Science oversees all the departments in the Faculty of Science, including Computer Science, Mathematics, Physics, Biochemistry, Microbiology, and Chemistry. They ensure that the faculty maintains high academic and research standards and provides students with a comprehensive education in the sciences.
· Faculty of Engineering – The Dean of Engineering oversees engineering departments such as Civil Engineering, Mechanical Engineering, Electrical and Electronics Engineering, and Computer Engineering. Their role is to ensure that the faculty prepares students to become proficient engineers through high-quality teaching and practical experience.
· Faculty of Social Sciences – The Dean of Social Sciences oversees departments like Sociology, Political Science, Economics, Psychology, and Geography. They ensure that the faculty provides a solid foundation in the social sciences, preparing students for careers in research, policy-making, and social services.
· Faculty of Business and Management – The Dean of Business and Management oversees departments like Accounting, Business Administration, Marketing, and Banking and Finance. The role of the Dean is to guide the faculty in delivering high-quality business education that equips students with skills in management, finance, and entrepreneurship.
· Faculty of Humanities – The Dean of Humanities oversees departments such as English and Literary Studies, History, Philosophy, and Religious Studies. They are responsible for ensuring that students gain a comprehensive understanding of human culture, ethics, and history.
· Faculty of Health Sciences – The Dean of Health Sciences oversees departments such as Public Health, Nursing Science, and Medical Laboratory Science. The Dean ensures that the faculty provides quality training for future healthcare professionals who can contribute to improving health systems.
· Faculty of Law – The Dean of Law oversees the legal education provided by the Faculty of Law, ensuring that students are well-prepared for the practice of law, including in the areas of international law, commercial law, and other branches of legal studies.
· Faculty of Education – The Dean of Education ensures the smooth functioning of the education programs, preparing future educators and administrators for roles in teaching and educational leadership.
· Faculty of Arts and Design – The Dean of Arts and Design oversees departments related to creative fields such as Architecture, Fine Arts, and Theatre Arts. They ensure that students receive training that fosters creativity and innovation.
9. Heads of Departments (HODs):  Each academic department within the university is led by a Head of Department (HOD), who is responsible for the day-to-day operations of the department, including teaching, research, student supervision, and administrative duties. HODs ensure that the department’s curriculum is relevant and up-to-date, and that students are taught by qualified faculty members. They play a key role in the recruitment of academic staff, fostering a supportive and productive academic environment, and managing departmental budgets. The HODs also report to the Dean of the faculty and contribute to decision-making at the faculty level.
Examples of departments:
· Department of Computer Science (Faculty of Science)
· Department of Mechanical Engineering (Faculty of Engineering)
· Department of Sociology (Faculty of Social Sciences)
· Department of Accounting (Faculty of Business and Management)
· Department of English and Literary Studies (Faculty of Humanities)
· Department of Public Health (Faculty of Health Sciences)
· Department of Law (Faculty of Law)
· Department of Educational Management (Faculty of Education)
· Department of Architecture (Faculty of Arts and Design)
10. Support Services: The support services play an essential role in ensuring that the academic and administrative operations of the university run smoothly. These departments work behind the scenes to provide critical services that support both students and staff. Some of the key support departments include:
· ICT Services – This department manages the university’s technology infrastructure, including the university’s website, internal networks, and computer systems. They ensure that all technological tools are available for academic and administrative purposes.
· Security – The security department ensures that the campus is safe and secure for students, staff, and visitors. They oversee the implementation of security measures, including surveillance and campus patrols.
· Student Affairs – The Student Affairs department handles student welfare, including managing student clubs, counseling services, and extracurricular activities. This department ensures that students receive the support they need to succeed both academically and personally.
· Estate and Works – This department manages the university’s physical infrastructure, including the maintenance of buildings, facilities, and grounds. They ensure that the campus remains conducive to learning and well-maintained.
· Health Services – The Health Services department provides medical care and wellness programs to students and staff. They manage the university’s healthcare facilities and ensure that students have access to medical support when needed.
11. University Senate: The University Senate is the principal academic body of the university, responsible for making decisions on academic policies, programs, and standards. The Senate includes the Vice-Chancellor, Deans, Heads of Departments, and other key academic staff. The Senate ensures that academic activities align with the university’s mission and strategic goals. It is also responsible for the approval of new academic programs and changes to existing ones.
12. Academic and Non-Academic Staff: The academic staff are responsible for delivering the university’s curriculum, conducting research, and providing mentorship to students. They hold faculty positions such as professors, lecturers, and researchers. Non-academic staff handle essential administrative and operational tasks that ensure the smooth functioning of the university.
CHAPTER THREE
[bookmark: _Toc346657164]NATURE OF WORK, ACTIVITIES, SKILLS AND EXPERIENCE GAINED ON SIWES SITE
The SIWES (Students Industrial Work Experience Scheme) program at Thomas Adewumi University provided me with a unique opportunity to develop practical skills in a professional setting, specifically within the Secretariat and Administrative Departments. This experience was crucial in bridging the gap between theoretical learning and real-world application, preparing me for future roles in administration and organizational management.
Upon my arrival at Thomas Adewumi University, I was introduced to the Secretariat Department, where I was tasked with assisting in various administrative functions. This department played a pivotal role in ensuring smooth operations within the university. As a student, my role in this department allowed me to understand the behind-the-scenes activities that are vital to the institution’s success, ranging from document management to organizing meetings and preparing communication materials.
In the Secretariat, one of my primary responsibilities was document management. I learned firsthand how vital proper filing and archiving systems are to any organization, especially in an academic environment like Thomas Adewumi University. My duties included organizing and categorizing documents for easy access, creating digital and physical filing systems, and ensuring all sensitive documents were stored securely. I quickly realized that the efficiency of an organization heavily relies on how well its records are kept. The university's records management system was designed to ensure that important documents, such as academic records, administrative files, and staff documents, were safely stored and easily retrievable when needed.
I became familiar with both electronic and manual filing systems. The manual system involved using physical files and cabinets to store documents, whereas the electronic system required managing digital records through software programs designed for file storage and retrieval. I gained valuable skills in working with digital systems and learned how to safeguard confidential information. I also learned about the importance of keeping detailed logs of all records and maintaining a clean and organized environment to improve the efficiency of the department.
In addition to document management, I was tasked with drafting internal communication materials, including letters, memos, and notices. As I was introduced to the university’s formal communication protocols, I learned to apply professional writing standards, such as clarity, conciseness, and tone. I also developed my skills in professional correspondence, ensuring that all written communication adhered to university standards and was free of errors. My work involved corresponding with staff members, students, and external partners, and I understood the importance of clear communication in fostering smooth administrative operations.
One of the most important lessons I learned in the Secretariat was the importance of confidentiality. Many of the documents I handled contained sensitive information, including personal details of students and staff, financial records, and other confidential data. I was trained on how to handle such information responsibly, ensuring that it was only accessible to authorized individuals. This lesson in confidentiality was crucial, as it taught me the responsibility that comes with handling sensitive information and the legal and ethical implications of breaching confidentiality.
The Secretariat Department also exposed me to the process of organizing meetings and events. My tasks included assisting in scheduling meetings, preparing agendas, and coordinating logistics for events hosted by the university. I learned how to liaise with various departments and stakeholders to ensure that all aspects of meetings and events were well-organized. This experience was a great learning opportunity, as it allowed me to understand the level of planning that goes into successful events and meetings. The smallest details, such as securing a suitable venue, confirming attendance, and ensuring all materials were prepared, were crucial to the success of the event. Through this process, I learned how to handle multiple tasks simultaneously, improving my multitasking abilities.
In addition to scheduling meetings, I was also responsible for taking minutes during meetings and documenting key decisions and action items. Taking minutes required excellent listening skills, attention to detail, and the ability to summarize discussions in a clear, accurate, and concise manner. This was an important skill, as minutes serve as a permanent record of the proceedings, and they ensure that all participants are held accountable for their actions. I learned to be attentive to the flow of the conversation, highlighting key points and ensuring that no critical information was overlooked.
Moving on to the Administrative Department, I was exposed to a broader range of tasks that allowed me to develop further administrative and operational skills. In this department, my responsibilities extended beyond document management and communication. I became involved in the day-to-day operations of the university, assisting with administrative tasks such as managing office supplies, organizing events, and providing customer service to students, staff, and visitors.
One of my key tasks in the Administrative Department was managing office supplies. I was responsible for ensuring that the department had sufficient resources, including stationery, office equipment, and other necessary materials. I learned how to maintain accurate inventory records, place orders for supplies, and manage budgets to ensure that the department did not run out of essential items. This task taught me the importance of inventory management, cost control, and the efficient allocation of resources within an organization.
Another significant aspect of my role in the Administrative Department was assisting with customer service. I was often the first point of contact for students, staff, and visitors, which gave me the opportunity to develop my interpersonal and communication skills. I learned how to handle inquiries, resolve issues, and direct people to the appropriate departments or personnel. I became adept at providing clear and helpful information, as well as managing difficult situations with patience and professionalism. My time spent in customer service gave me a deep appreciation for the importance of providing excellent service and maintaining positive relationships with all stakeholders.
The Administrative Department also exposed me to the use of office technology and software programs. I became proficient in using various tools, such as Microsoft Word, Excel, and Outlook, to assist with daily tasks. I learned how to draft professional documents, input data into spreadsheets, and manage communication through email. I also became familiar with scheduling software, which allowed me to assist with managing appointments, meetings, and events. These technological skills were invaluable, as they enhanced my efficiency and effectiveness in completing my tasks.
One of the most important lessons I learned in the Administrative Department was the importance of time management. The administrative role often required handling multiple tasks simultaneously, and I quickly learned that prioritizing tasks and managing my time effectively was crucial to staying organized and meeting deadlines. I had to balance responding to inquiries, managing office supplies, scheduling meetings, and assisting with various projects, all while maintaining a high level of accuracy and professionalism. This experience greatly improved my time management skills and taught me how to handle pressure in a busy work environment.
In addition to my daily tasks, I had the opportunity to work on special projects during my time in the Administrative Department. These projects allowed me to take on more responsibility and contribute to the university’s ongoing initiatives. For example, I assisted in organizing a student orientation event, where I worked alongside senior administrators to coordinate logistics, prepare materials, and communicate with incoming students. This project gave me valuable experience in event planning and project management, as well as an understanding of the effort required to successfully execute large-scale events.
Throughout my time at Thomas Adewumi University, I had the opportunity to work closely with a diverse group of colleagues and stakeholders. I collaborated with faculty, staff, students, and external partners, which gave me insight into the collaborative nature of academic administration. I learned how to communicate effectively with individuals from different backgrounds and how to work as part of a team to achieve common goals. This collaborative experience emphasized the importance of teamwork in achieving organizational success.
The overall experience I gained at Thomas Adewumi University was invaluable. I learned a great deal about administrative functions, organizational management, and professional communication. The hands-on experience in both the Secretariat and Administrative Departments gave me a comprehensive understanding of how an academic institution operates and the various processes that are involved in running a successful university. The skills I developed, including document management, customer service, event coordination, and time management, have greatly enhanced my professional abilities and have prepared me for a future career in administration. Furthermore, I gained a deeper understanding of the importance of professionalism, confidentiality, and effective communication in a workplace setting. These lessons will undoubtedly serve me well in my future endeavors, and I am grateful for the opportunity to have contributed to the university’s success while learning so much in the process.
In conclusion, my SIWES experience at Thomas Adewumi University was a highly beneficial and educational period in my career development. The practical skills I acquired during my time in the Secretariat and Administrative Departments will continue to shape my professional growth for years to come. I am confident that the knowledge I gained will help me excel in my future endeavors and serve as a foundation for a successful career in the administrative field. The combination of administrative support, document management, event planning, customer service, and teamwork gave me a well-rounded experience that will be beneficial as I move forward in my career.


CHAPTER 4
EXECUTIVE SUMMARY
BENEFITS
· I become more enlightened by encountering and getting familiar with different equipment.
· I was able to relate most of my theoretical aspect taught in class to the physical aspect in the organisation.
· I experienced how to use some of the equipments being used in the organisation.
· I also improved in my understanding of some stages.

WORK CARRIED OUT WITH CLEAR STATEMENT
The entire staff of THOMAS ADEWUMI UNIVERSITY (TAU), taught me on how to manage the company and how to work as a team in any organisation.
I also learnt something about functions of a Manager.


CHAPTER FIVE
PROBLEMS ENCOUNTERS, RECOMMENDATIONS AND CONCLUSIONS
5.1	Difficulties Encountered During the Programme
	Life they say is not a bed of roses and whatsoever that has advantages also have its disadvantages. In as much as the SIWES Programme is a wonderful programme which has been designed to help the students have a practical knowledge of their various courses of study, it is note-worthy to also mention some of the problems encountered during the programme.
1. Problems of Securing a Place of Attachment
Securing a place of attachment for industrial training programme was a very big challenge to me. This is due to the fact that there are very limited establishment that accepts students undergoing industrial training. While I was searching for a place of attachments, I got to find out most of the establishments that accepts students had already taken the maximum number of students needed, while others would just reject the request giving one reason or the other.
2. Working Time
	As an IT student, I was meant to work for twelve (12) hours in a day, five days in a week (i.e. Mondays to Friday). I barely had time to attend to my personal needs. Not just that IT students had to work all day, but also, the work load was quite much. Most times IT students would be asked to work overtime even without any incentive attached to it and students have no option but to comply every given instruction.
 3. Finance
	Stipends given to me during my industrial training programme is nothing to write home about. The stipend was so little that it could not even cover up for my daily transportation fair not to even mention my feeding fee; therefore, making me spent more from my personal savings. Despite the fact that the stipend was little, it was delayed. Most students ended their programme without receiving their complete stipend due to late payment from firm and we are also asked to pay for the practical we are going to conduct which makes student loose interest in participating.
4. Inaccessible Machines
Industrial training students were not opportune to access most of the automated analyzers because they are not available Instead, we were being told to make research of such machine which does not assist us in learning better going with the saying “practice makes perfect” and not “plain research makes one perfect”. One of the objectives of SIWES is to expose students to work methods and techniques in handling equipment’s and machineries that may not be available in their universities, thus, the above stated objective of SIWES is not been fulfilled completely.
The difficulties encountered during the programme among others include;
· Inadequate monitoring of students on industrial training;
· Lack of cooperation and support from organization;
· Delay in release of fund for supervision and student’s industrial training allowances;
· Student’s reports were not corrected.

5.2 RECOMMENDATIONS OF THE SCHEME WAYS OF IMPROVING THE PROGRAMME
	SIWES programme can be improved by the various actors in the programme which include the Federal Government of Nigeria (FGN), Industrial Training Fund (ITF), Supervisory Agencies (NUC, NCCE, and NBTE), the Institutions, and the Employers.
A. The Federal Government of Nigeria
· The Federal Government should make it mandatory to all ministries, companies, and other organization to offer placement and as well as accept students for industrial attachment.
· The Federal Government should increase the fund being provided for the SIWES programme and other educational programmes in general for effective and productive implementation of the scheme.
B. The Industrial Training Fund (ITF)
· The Industrial Training Fund should provide a strong insurance policy covered for students on SIWES programme.
· The ITF should provide logistic and material necessary for the effective administration of the scheme.
· The ITF should formulate policies and guidelines for SIWES programme for enhancement to all SIWES participating bodies, institutions and companies involved in the scheme.
· The ITF should provide information on companies for the attachment and help in the placement of students.
C. The Supervisory Agency
· The supervisory agency should liaise with the Industrial Training Fund to ensure the implementation of all federal government policies on the scheme.
· The supervisory agency should ensure adequate funding of the SIWES unit in all the institutions for effective administration of the scheme.
· The supervisory agency should research into the development of the scheme in line with advances in technological development.
· The supervisory agency should develop, monitor and review job specification in collaboration with the institution toward the maintenance of the National Minimum Academic Standard for the entire programme approved for SIWES.
D. The Institution
· The Institution should help identify placement opportunities for student attachment with employers.
· The Institution should ensure regular visitation of their students on industrial training to monitor their welfare and improvement status.
· The Institution should have adequate information on some of the challenges facing the firm and the student; it should be noted and treated immediately.
· The Institution should ensure payment of student’s allowances and other outstanding financial challenges.
E. The Employer
· The Employers should accept students for industrial training attachment.
· The Employer should allow the students to have access to some of their useful equipment and other useful facilities.
· The Employer should provide welfare services like drugs and other medication and show good hospitality to students.
5.2.1	Advice for Future Participants
I strongly recommend that future participants should bear the following in mind;
1. The student should be focused to avoid disputing the reputation of the institution in their place of industrial attachment and they should also bear in mind the objective of the scheme and show commitment, diligence and honesty.
1. The student should obey and adhere strictly to all rules and regulations of the company; they should respect the industrial based supervisors as well as other staffs of the company because the moral standard of the student is also evaluated.
1. The student should avoid change of placement without seeking permission from the institutional based supervisor, the employer and the industrial training fund.
1. The student should handle the equipment if the firm with great care and they should take pride in protecting the interest of the company throughout the period of industrial attachment.
5.2.2	Advice for the SIWES managers
1. The SIWES managers should give attention to student welfare on industrial training and the students allowance should be increased as a result as high cost of living in our society.
1. Technologists from various departments or program should be involved in the drafting of time table for students on IT to ensure that students are always sent into areas where activities that will result in learning experience are taking place.
5.3 CONCLUSION
The gains of this exercise are immense; that it was worth the while is grossly an understatement. Being accorded another opportunity in life to be exposed to the rudiments of work places outside the class room teaching is an experience of a life time.
Furthermore, the exposure to practical tools, and working features had engendered better understanding of lessons thought in the class room and charted a course for career development.
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