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CHAPTER ONE
1.1 INTRODUCTION TO SIWES
Students Industrial Work Experience Scheme (SIWES) is a Skills Training Program designed to
prepare and expose Students of Universities, Polytechnics, Colleges of Technology, Colleges of
Agriculture and Colleges of Education for the Industrial Work situation they are likely to meet
after graduation. The Scheme affords Students the opportunity of familiarizing and exposing

themselves handling equipment and machinery that are usually not available in their institutions.

1.2 HISTORY OF SIWES

The Students’ Industrial Work Experience Scheme (SIWES) was initiated in 1973 by the Federal
Government of Nigeria under the Industrial Training Fund (ITF) to bridge the gap between theory
and practice among products of our tertiary Institutions. It was designed to provide practical
training that will expose and prepare students of Universities, Polytechnics, and Colleges of
Education for work situation they are likely to meet after graduation.

Before the establishment of the scheme, there was a growing concern among the industrialists that
graduates of 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.

As a result of the increasing number of students’ enrolment in higher institutions of learning, the
administration of this function of funding the scheme became enormous, hence ITF withdrew from
the scheme in 1978 and was taken over by the Federal Government and handed to National
Universities commission (NUC), National Board for Technical Education (NBTE) and National
Commission for Colleges of Education (NCCE). In 1984, the Federal Government reverted back
to ITF which took over the scheme officially in 1985 with funding provided by the Federal

Government.

1.3  OBJECTIVES OF THE PROGRAMME
The specific objectives of SIWES are to:
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Provide placements in industries for students of higher institutions of learning approved by
relevant regulatory authorities (NUC, NBTE, NCCE) to acquire work experience and skills
relevant to their course of study

Prepare students for real work situation they will meet after graduation.

Expose students to work methods and techniques in the handling of equipment and
machinery that may not be available in schools.

Make transition from school to the labour market smooth and enhance students’ conduct
for later job placement

Provide students with the opportunity to apply their knowledge in real life work situation
thereby bridging the gap between theory and practice

Strengthen employer involvement in the entire educational process and prepare students
for employment in industry

Promote the desired technological knowhow required for the advancement of the nation.

THE ESTABLISHMENT

Remlet Store is a retail company that specializes in offering a wide range of products, with a

particular focus on kids’ materials. This includes items such as toys, clothing, educational

materials, baby care products, and other essential accessories for children. The store also trades in

a variety of other products, extending beyond the children’s category to include household items,

electronics, and clothing for adults. This combination of kid-centric and general consumer

products allows Remlet Store to cater to a broad market segment. Operating in a highly competitive

retail environment, Remlet Store competes not only with traditional brick-and-mortar stores but

also with online platforms that offer convenience and often lower prices. However, Remlet Store

aims to carve out a niche by providing high-quality products tailored to the needs of families,

especially those with young children.

1.5

OBJECTIVES OF THE ESTABLISHMENT

Remlet Store, specializing in kids' materials and other trading items, operates with a set of clear

objectives aimed at ensuring its success and sustainability in the competitive retail market. These



objectives guide the store’s strategies, operations, and customer engagement efforts. The main

objectives of Remlet Store are outlined below:

1. Provide High-Quality Products for Children and Families: One of the primary
objectives of Remlet Store is to offer high-quality, safe, and reliable products for children
and families. This includes a range of items such as educational toys, baby care products,
clothing, and learning materials. The store ensures that all its products meet safety and
durability standards, particularly those designed for young children.

2. Cater to a Broad Customer Base with Diverse Product Offerings: Remlet Store aims
to cater to a wide range of customers, from parents shopping for their children to
institutions like schools and daycare centers looking for educational materials. The store's
product offerings extend beyond children's products, including household items, personal
care products, electronics, and clothing for adults

3. Provide Excellent Customer Service: Delivering exceptional customer service is at the
core of Remlet Store's objectives. The store aims to create a friendly and supportive
shopping environment where customers feel valued and well taken care of. This includes
knowledgeable staff who can assist with product recommendations, addressing customer
concerns, and providing tailored shopping experiences.

4. Foster Strong Supplier Relationships: Another key objective of Remlet Store is to
establish and maintain strong relationships with suppliers to ensure the consistent
availability of products. The store works closely with trusted suppliers to source high-
quality materials and products that meet the safety standards required for children's items.

5. Increase Market Presence and Brand Recognition: Remlet Store aims to increase its
market presence and improve brand recognition, both locally and regionally. The store
focuses on effective marketing strategies such as in-store promotions, seasonal sales
events, and online marketing campaigns. By leveraging digital platforms like social media,
the store can reach a wider audience and engage with potential customers outside of its
immediate geographic location.

6. Maintain Operational Efficiency and Cost Management: Operational efficiency is

another significant objective for Remlet Store. The company aims to streamline its



operations, from inventory management to staff allocation, to ensure smooth daily
functioning.

7. Promote Sustainability and Social Responsibility: In line with growing consumer
awareness about environmental issues, Remlet Store also seeks to incorporate
sustainability and social responsibility into its business model. The store strives to offer
eco-friendly and sustainable products where possible, including items made from
recyclable materials, energy-efficient electronics, and natural clothing materials.

8. Adapt to Changing Consumer Preferences and Market Trends: Remlet Store
recognizes that the retail market, especially the kids' materials sector, is constantly
evolving. As part of its objectives, the store aims to stay ahead of market trends and
changing consumer preferences.

9. Foster a Positive Work Environment and Staff Development: Finally, Remlet Store is
committed to creating a positive and supportive work environment for its employees. The
store values its staff and aims to provide training, career development opportunities, and a

conducive work atmosphere.

Remlet Store’s objectives are designed to ensure the long-term success and growth of the business
while focusing on customer satisfaction, quality products, efficient operations, and community
engagement. By maintaining these objectives, the store positions itself as a trusted and reliable
provider of children’s products and other essential goods, ultimately driving customer loyalty and

increasing its market share.



CHAPTER TWO
STRUCTURE OF THE ORGANISATION
2.1 STRUCTURE OF REMLET STORES

The organizational structure of Remlet Store is designed to ensure efficient operations, clear
delegation of responsibilities, and effective communication across different levels of the business.
This structure helps the store meet its business objectives, streamline processes, and provide high-
quality customer service. While the specific structure may vary based on the size and scale of the
store, a typical organizational structure for Remlet Store may include the following key roles and

departments:

1. Ownership and Executive Management: At the top of the organizational hierarchy is the
ownership or the executive management team, which is responsible for setting the store's
strategic direction, making major business decisions, and overseeing overall performance.
This level includes the store’s owner or CEO (Chief Executive Officer) and other senior
executives who manage the business's core functions, including finance, operations, and
marketing. The executive management team ensures the store aligns with its mission,
vision, and business objectives.

2. Store Manager: The Store Manager is responsible for overseeing the day-to-day
operations of Remlet Store. They are in charge of ensuring smooth operations within the
store, managing staff, maintaining inventory levels, and ensuring the store is well-
maintained. The Store Manager also handles customer complaints, employee performance
evaluations, and ensures that the store meets sales targets and adheres to safety and
compliance regulations.

3. Department Heads: Remlet Store, with its diverse range of products, typically organizes
its operations into various departments. These department heads manage their respective
areas and ensure that the store meets customer needs in each product category. Some key

departments may include:

o Kids’ Products Department: This department is responsible for managing the

product range related to children’s clothing, toys, educational materials, and baby



care products. The department head ensures that products are well-stocked,
displayed attractively, and meet quality standards.

o Household and General Merchandise Department: This department handles
other goods such as home appliances, electronics, and general consumer goods. The
department head manages the inventory, promotional activities, and customer

service for these products.

4. Clothing Department: This department is in charge of managing the clothing and fashion-
related items for both children and adults. The department head oversees the selection,
display, and promotion of these items, ensuring that the store keeps up with seasonal trends
and customer demand.Sales Team: The Sales Team plays a crucial role in maintaining
customer satisfaction and driving sales. Sales associates are responsible for assisting
customers on the shop floor, providing product recommendations, answering queries, and
ensuring a pleasant shopping experience. They also handle transactions at the cashier point,
manage product displays, and help with inventory checks. The Sales Team is directly
engaged with customers, making their role vital to the success of the store.

5. Inventory and Stock Management Team: This team is responsible for managing the
store’s inventory, ensuring that products are always available for customers, and
maintaining stock levels. They handle receiving new stock deliveries, organizing and
storing products in the warehouse, and ensuring that stock is rotated and displayed properly
on the shop floor. They also work closely with the department heads to track product
demand, identify shortages, and reorder stock.

6. Marketing and Promotions Team: The Marketing and Promotions Team is responsible
for driving the store’s marketing campaigns, both online and offline. This team works to
enhance the store's visibility and customer engagement through advertising, promotional
events, and seasonal sales campaigns. They manage social media accounts, create
promotional content, and collaborate with other departments to ensure that products are
effectively marketed to the right audience. This team is key in ensuring that the store

attracts new customers and retains existing ones.



7. Finance and Accounting Team: The Finance and Accounting Team is responsible for
managing the store’s financial records, budgeting, and ensuring the store operates within
its financial means. This team handles tasks such as payroll, sales reporting, expense
tracking, and managing financial transactions. They also monitor cash flow and generate
financial statements to ensure the store is profitable and able to meet its financial

obligations.

8. Customer Service and Support Team: The Customer Service and Support Team handles
customer inquiries, complaints, and returns. This team works to ensure that customers have
a positive shopping experience and that any issues are resolved promptly. They may work
in person in the store or provide support via phone and online platforms. The team also
assists with post-purchase services like exchanges and refunds, ensuring customer

satisfaction is always prioritized.

9. Human Resources (HR) Team: The HR Team manages staffing needs for the store. They
are responsible for recruiting new employees, onboarding them, organizing training and
development programs, managing employee relations, and ensuring compliance with labor
laws. The HR team also handles employee benefits, performance reviews, and other
administrative functions related to the store's workforce. A positive work environment,
employee development, and performance management are key functions of the HR

department.

10. IT Support Team: In the modern retail environment, the IT Support Team is crucial for
maintaining the store's technology infrastructure. This team ensures that the store's point-
of-sale (POS) systems, website, inventory management software, and other digital tools
are running smoothly. They may also manage the online shopping platform and ensure that
the store’s IT systems are secure and efficient. This team’s role is essential to ensure the

store can handle both physical and online transactions seamlessly.

The organizational structure of Remlet Store is designed to create an efficient and effective
business operation that prioritizes customer satisfaction, operational efficiency, and growth. The
clear delineation of roles across departments ensures that each area of the store is well-managed,

from inventory to customer service. By maintaining a hierarchical structure with clear



responsibilities at each level, Remlet Store can stay organized, adapt to changing market demands,

and offer a positive experience to its customers, employees, and suppliers.
2.2 PRODUCTS AND SERVICES

Remlet Store offers a wide range of products and services, with a primary focus on children’s
materials and essential goods for families. The store is designed to be a one-stop shopping
destination, catering to the needs of parents, guardians, and schools. Below is a detailed overview

of the various products and services provided by Remlet Store:

1. Kids’ Products and Materials: One of the core offerings of Remlet Store is a diverse selection
of products specifically designed for children. These items are carefully curated to meet the

developmental, educational, and recreational needs of children of different age groups.

e Toys and Games: Remlet Store stocks a wide variety of toys, ranging from educational
toys and puzzles to dolls, action figures, and playsets. These toys are designed to promote
learning, creativity, and cognitive development while also providing entertainment. The
selection includes both traditional toys as well as modern educational gadgets that
encourage interactive learning.

e Clothing and Fashion for Children: The store offers a variety of clothing for children,
from infants to pre-teens. This includes everyday wear such as t-shirts, jeans, dresses, and
seasonal outfits like jackets and swimwear. The store emphasizes comfort, durability, and
style in its clothing offerings, ensuring that children have access to high-quality garments
for different occasions.

o Baby Care Products: Remlet Store provides an extensive range of baby care products,
from diapers and baby wipes to baby food, baby skincare products, and feeding bottles.
The store prioritizes sourcing safe and gentle products for babies, making it a trusted
destination for new parents looking for essential baby care items.

o Educational Materials: The store also offers a selection of educational books, learning
kits, stationery, and art supplies. These materials are aimed at helping children develop
their literacy, numeracy, and creative skills. From storybooks for younger children to



educational workbooks for older kids, Remlet Store provides tools that enhance the

learning experience.

2. Household and General Merchandise: destination for families. : In addition to kids' materials,

Remlet Store offers various household products and general merchandise, making it a convenient

shopping

Home Décor and Furnishings: The store provides a range of household products,
including decorative items, furniture, lighting fixtures, and small home appliances. These
products are designed to cater to the home improvement needs of customers looking to
refresh their living spaces.

Electronics and Gadgets: Remlet Store also offers a selection of consumer electronics,
such as mobile phone accessories, small kitchen appliances (e.g., blenders, toasters), and
personal electronics like headphones and portable chargers. These products are carefully
selected to ensure quality and value for money.

Household Cleaning Products: The store stocks various cleaning products, from
detergents and disinfectants to cleaning tools such as mops, brooms, and vacuum cleaners.
These products help customers maintain cleanliness and hygiene in their homes.

Personal Care Items: Remlet Store offers a range of personal care products for both
children and adults. These include skincare products, toiletries, hair care items, and
personal hygiene essentials. The store ensures that these products are sourced from

reputable brands that focus on quality and safety.

3. Seasonal Products: To cater to customers' changing needs throughout the year, Remlet Store

also offers seasonal products. These items vary depending on the time of year and may include:

Back-to-School Supplies: During the back-to-school season, Remlet Store offers a variety
of educational products such as backpacks, stationery, notebooks, and uniforms. These
items are essential for students as they prepare for the school year.

Holiday and Special Occasion Gifts: For holidays like Christmas, Easter, and birthdays,
the store features themed products, including gifts, decorations, and festive clothing.



Customers can find a variety of gift options for children and adults, including toys, gadgets,
and novelty items.

Summer and Winter Essentials: Depending on the season, the store may stock summer
clothing, swimwear, outdoor toys, and sports equipment during the warmer months, as well

as winter clothing, blankets, and heating appliances during the colder months.

4. Online Shopping and Delivery Services: To cater to customers who prefer shopping from home,

Remlet Store offers an online shopping platform. Customers can browse through the store’s

product offerings, place orders online, and have them delivered directly to their homes. The online

platform includes:

Product Categories: The online store mirrors the in-store offerings, including children's
products, household goods, electronics, and more. Customers can filter products by
category, price range, and brand to make shopping easier.

Home Delivery: Remlet Store provides home delivery services for customers who place
orders online. This service ensures that customers who are unable to visit the physical store
can still access their preferred products from the comfort of their homes.

Customer Support: The online platform also offers customer support for inquiries related
to products, orders, and delivery. Customers can contact the store via email, chat, or phone

to resolve any issues or get assistance with their purchases.

5. In-Store Services: Remlet Store also offers several in-store services designed to enhance the

shopping experience for its customers.

Gift Wrapping Service: For customers purchasing gifts, Remlet Store offers a gift-
wrapping service. This service is especially popular during holiday seasons or for birthdays
and other special occasions.

Product Recommendations and Consultations: The store provides personalized product
recommendations for parents and guardians, helping them choose the best toys, educational
materials, or clothing based on the child's age, interests, and needs.

Returns and Exchanges: Remlet Store offers a flexible returns and exchange policy for

its customers. If customers are not satisfied with their purchase, they can return or exchange
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items within a specified period. This ensures customer satisfaction and builds trust in the
store's products.

o Customer Loyalty Program: Remlet Store may have a customer loyalty program that
rewards repeat customers with discounts, special offers, or exclusive access to sales events.
This program encourages customers to return to the store for future purchases and fosters

long-term relationships.

Remlet Store’s broad range of products and services caters to the diverse needs of families, from
children’s materials to general household goods and personal care items. By offering a
combination of in-store shopping, online convenience, seasonal products, and personalized
services, the store provides a comprehensive shopping experience. Whether parents are looking
for the latest educational toys, home essentials, or gifts for a special occasion, Remlet Store

positions itself as a reliable and convenient destination for all of these needs.

2.3 INDUSTRY ANALYSIS

The retail industry, particularly in the segment of children's products and household goods, is
highly competitive, with both traditional brick-and-mortar stores and e-commerce platforms vying
for consumer attention. The demand for children’s materials, such as educational toys, clothing,
and baby care products, remains strong due to the continuous need for families to provide essential
goods for their children. In recent years, there has been a notable shift toward online shopping,
with consumers increasingly preferring the convenience of browsing and purchasing from home.
This has led many traditional retailers, like Remlet Store, to adopt digital platforms alongside their
physical stores to expand their reach and cater to tech-savvy customers. Additionally, seasonal
demands and trends play a significant role in shaping sales, with back-to-school periods and

holidays like Christmas driving higher sales volumes.

In the context of growing environmental concerns, sustainability has become an important factor
for consumers when making purchasing decisions. Retailers in the kids’ products sector are
increasingly under pressure to source eco-friendly and safe materials for toys, clothing, and baby
products. This trend is driven by parents’ heightened awareness of the potential hazards of unsafe

materials and the environmental impact of fast fashion and plastic toys.
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CHAPTER THREE
ROLES AND RESPONSIBILITIES
3.1 ROLES OVERVIEW

During my time at Remlet Store, | have had the opportunity to take on various responsibilities that
have helped me apply my theoretical knowledge in a practical setting. As a Business
Administration student, my role primarily revolved around supporting the store’s daily operations,

customer service, inventory management, and administrative tasks.

| assisted the Store Manager and department heads with routine tasks like managing stock levels,
organizing shelves, and ensuring that the store environment was clean and welcoming. In customer
service, | interacted with customers, helping them find products, providing information, and
ensuring their overall shopping experience was positive. | also contributed to managing the

inventory by checking stock levels, receiving deliveries, and assisting in stock organization.

Additionally, I worked closely with the Marketing and Promotions Team, where | supported
marketing campaigns, both online and in-store. | helped with setting up promotional displays,
assisting in social media content creation, and gathering customer feedback to improve sales
strategies. My background in Business Administration also allowed me to assist the Finance and
Accounting Team with financial tasks, including tracking sales, reconciling receipts, and

preparing basic financial reports.

Through these experiences, | gained valuable insights into retail operations and developed essential
skills that will support my career in business administration. The hands-on nature of my role
allowed me to learn about the complexities of running a retail business, from managing day-to-
day operations to understanding the importance of customer satisfaction, marketing strategies, and

financial management.

3.2 RESPONSIBILITIES AT REMLET STORES

During my time at Remlet Store, | was entrusted with a variety of responsibilities that allowed me

to gain practical experience in business administration and retail management. My primary duties

12



included assisting with daily store operations, supporting customer service, and contributing to the

management of inventory and marketing efforts.

1. Daily Store Operations: | assisted the Store Manager and department heads with the day-
to-day running of the store. This included ensuring that the store was always clean, well-
organized, and properly stocked. | helped with opening and closing procedures, ensuring
that all store systems were properly set up, and that the store was ready for customers.

2. Customer Service: | was actively involved in assisting customers by answering questions,
guiding them to the products they were looking for, and offering product recommendations.
Providing a positive customer experience was a key part of my role, and | made sure
customers received excellent service, whether in-person or through helping them with
inquiries.

3. Inventory Management: One of my responsibilities was to support the Inventory and
Stock Management Team. I helped monitor stock levels, checked for product shortages,
and assisted with the unloading and organizing of new stock shipments. | also ensured that
products were correctly labeled and displayed, and helped with stock rotation to maintain
freshness and availability.

4. Marketing and Promotions: | supported the Marketing Team in running promotional
campaigns, including helping to set up in-store displays, creating content for social media
platforms, and promoting sales events. | also gathered customer feedback and assisted in
market research, helping the store understand customer preferences and improve its
marketing strategies.

5. Administrative Support: | assisted with various administrative tasks, including updating
product records, filing paperwork, managing customer orders, and helping with basic
financial tasks such as tracking sales and processing payments. These duties gave me a

deeper understanding of the administrative side of running a business.

Through these responsibilities, I was able to contribute meaningfully to the store’s operations

while also developing important skills in management, customer service, marketing, and finance.
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3.3  SKILLS DEVELOPED

During my time at Remlet Store, | had the opportunity to develop a wide range of skills that have
strengthened both my personal and professional growth. These skills will undoubtedly be valuable
as | continue my studies and pursue a career in business administration. Here are the key skills |

developed:

1. Customer Service SKills: Interacting with customers was a core part of my role, and it
helped me improve my communication and interpersonal skills. I learned how to address
customer inquiries, provide product recommendations, and resolve issues efficiently,
ensuring a positive shopping experience for customers. This also enhanced my ability to
work in a team and collaborate with colleagues to meet customer needs.

2. Inventory Management: | gained hands-on experience in managing store inventory,
learning how to monitor stock levels, organize products, and ensure that shelves were
stocked according to customer demand. | also assisted with receiving and organizing
deliveries, which developed my attention to detail and organizational skills.

3. Problem-Solving and Decision-Making: Throughout my time at Remlet Store, | faced
various situations that required quick thinking and problem-solving. Whether it was
dealing with an out-of-stock product, assisting customers with returns, or handling issues
related to store operations, | learned how to make decisions and address challenges in a
timely manner.

4. Time Management and Multitasking: With various tasks to juggle throughout the day, |
developed strong time management and multitasking abilities. I learned how to prioritize
tasks, whether managing stock, assisting customers, or supporting the marketing team, all
while ensuring that the store’s operations ran smoothly.

5. Marketing and Sales Skills: By assisting the marketing team with in-store displays and
social media promotions, | developed an understanding of how marketing strategies drive
sales and customer engagement. | learned the importance of promoting products, creating
appealing displays, and using social media to boost store visibility.

6. Financial Administration: | was involved in basic financial tasks such as tracking sales

data, helping with invoicing, and assisting with record-keeping. This experience improved
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my understanding of financial operations in a retail environment and helped me develop
skills in budgeting, cash flow management, and basic financial reporting.

7. Leadership and Teamwork: While working alongside the store manager and department
heads, | had the opportunity to take initiative on projects and collaborate with team
members. This helped me build leadership skills and learn how to work effectively in a
team setting to achieve common goals.

8. Attention to Detail: Working in inventory management and ensuring that products were
well-organized and displayed correctly helped me develop a keen eye for detail. This skill
is crucial in maintaining product quality, stock accuracy, and a well-maintained store

environment.

Through these experiences, | have gained valuable skills that have deepened my understanding of
retail operations, customer service, and business management. I am confident these skills will

serve as a strong foundation for my future career in business administration.
3.4 CHALLENGES FACED

During my time at Remlet Store, | encountered a number of challenges that tested my problem-
solving abilities and helped me grow both personally and professionally. These challenges
provided valuable learning experiences and gave me insights into how to overcome obstacles in a

retail environment. Below are some of the key challenges | faced:

1. Managing Customer Expectations: One of the biggest challenges was handling customer
complaints and managing expectations, especially during busy periods. At times,
customers would expect immediate assistance or have concerns about product availability.
This required me to remain calm, listen attentively, and find quick solutions, whether it
was offering alternatives, helping with returns, or providing information about upcoming
stock. Learning to effectively manage customer expectations while maintaining a positive
relationship was an essential skill I developed.

2. Inventory Management and Stock Shortages: Ensuring that the store was consistently
well-stocked and organized was another challenge. At times, high-demand products would

run out of stock quickly, especially during seasonal peaks like back-to-school periods. This
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required me to help monitor inventory levels and communicate with the Inventory
Management Team to address shortages. | had to learn how to handle situations where
customers requested items that weren’t immediately available, ensuring that they were
informed and satisfied despite the inconvenience.

3. Adapting to a Fast-Paced Environment: Retail is inherently fast-paced, especially during
peak hours or sales events. Managing multiple tasks at once—such as assisting customers,
restocking shelves, and handling transactions—was sometimes overwhelming. However, |
quickly adapted by improving my time management and multitasking skills. Learning to
prioritize tasks effectively and stay organized in a busy environment was a valuable
takeaway from this experience.

4. Balancing Customer Service with Operational Tasks: Another challenge | faced was
balancing the need for excellent customer service while also keeping up with operational
responsibilities. Whether it was restocking shelves, organizing new deliveries, or helping
with inventory checks, | found that it was sometimes difficult to balance these tasks while
still providing prompt and efficient service to customers. This experience taught me the
importance of time management and how to allocate time wisely between various tasks to
ensure that both customer service and store operations ran smoothly.

5. Technological Issues: Occasionally, we experienced technical difficulties with the store’s
Point of Sale (POS) system or inventory management software. When this happened, it
caused delays in processing transactions or tracking stock levels. | had to learn how to
troubleshoot basic issues and escalate more complex problems to the relevant departments,
ensuring that any disruptions were addressed promptly and didn't negatively impact the

customer experience.

Despite these challenges, | was able to overcome them by relying on my problem-solving skills,
time management, and adaptability. Each challenge presented an opportunity to learn and refine
my skills, and I am confident that these experiences have prepared me for future roles in business

administration.

16



CHAPTER FOUR
BUSINESS FUNCTION OBSERVED AND LESSONS LEARNED
4.1 MANAGEMENT AND LEADERSHIP

During my time at Remlet Store, | had the opportunity to witness and engage in various aspects of
management and leadership within the retail environment. These two functions are crucial to the
smooth operation of the business and play a significant role in ensuring that the store meets its

objectives, delivers exceptional customer service, and remains efficient in its daily operations.
Management

Management at Remlet Store primarily involves overseeing the store’s operations, from inventory
management to ensuring high levels of customer satisfaction. The Store Manager, along with
department heads, is responsible for delegating tasks, setting goals, and ensuring that store
operations run smoothly. | learned that good management requires a clear understanding of the
business's goals, excellent organizational skills, and the ability to oversee day-to-day activities

while maintaining the bigger picture.

For example, inventory management was a key part of the operations. I learned how the store’s
management team tracks stock levels, monitors product demand, and coordinates with suppliers. |
also observed how the store manager ensures that staff members are assigned tasks in a way that
optimizes the flow of work throughout the day, ensuring all areas of the store are properly covered.
Additionally, I saw firsthand how the management team uses performance metrics and sales data
to evaluate progress and make informed decisions on restocking or promotions.

Leadership

Leadership at Remlet Store is not just about managing tasks but also motivating the team and
inspiring them to perform at their best. The Store Manager and department heads demonstrated
the importance of setting a positive example, providing clear communication, and empowering
employees to take ownership of their roles. Leadership at Remlet Store is rooted in fostering a
supportive and collaborative environment where employees feel motivated to meet sales targets

and exceed customer expectations.
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As | worked alongside the store management team, | observed how effective leaders listen to their
team members, encourage their development, and provide constructive feedback. | also learned
the importance of adaptability and how leaders must adjust their approach based on the needs of
both employees and customers. For example, during busy periods, the leadership team remained

calm, offered guidance to staff, and made quick decisions to ensure operations continued smoothly.

Lessons Learned

Through my experience at Remlet Store, | gained valuable lessons about management and

leadership:

1. Effective Communication: Both management and leadership require clear, consistent
communication. Whether it’s coordinating with team members or addressing customer
inquiries, communication is essential to ensure everyone is on the same page and that tasks
are completed efficiently. | learned how to communicate effectively, both in terms of
providing information and listening to others.

2. Delegation and Trust: | observed that good leaders delegate tasks based on employees'
strengths and trust them to carry out their responsibilities. | learned that delegating
effectively not only empowers employees but also fosters a sense of responsibility and
accountability.

3. Problem-Solving and Adaptability: Both management and leadership in a retail setting
often involve dealing with unexpected challenges, whether it’s a stock shortage, customer
complaints, or operational disruptions. I learned how to approach problems with a calm
and methodical mindset and how to adapt quickly to changing situations.

4. Team Motivation: | realized that a motivated and engaged team is essential to the success
of a business. I learned the importance of fostering a positive work environment, providing
constructive feedback, and recognizing hard work. These leadership actions help build
team morale and drive success.

5. Customer-Centric Approach: Finally, | learned that leadership within a business should
always keep the customer at the heart of its decision-making. Both management and
leadership must prioritize customer satisfaction and ensure that staff is trained and

supported to meet customer needs effectively.
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My experience at Remlet Store has provided me with a deeper understanding of how management
and leadership functions are intertwined within a business. | have learned that effective
management requires organization, planning, and monitoring, while strong leadership revolves
around motivating, guiding, and supporting a team to achieve the store's goals. These experiences
and lessons will be valuable as | continue to pursue my studies in business administration and

future leadership roles.

4.2 MARKETING STRATEGIES

At Remlet Store, marketing strategies are designed to attract and retain customers, promote
products, and increase sales. The store utilizes a combination of traditional and modern marketing

techniques to stay competitive in the market.

1. In-Store Promotions: Remlet Store often runs in-store promotions, offering discounts,
bundled deals, or limited-time offers to boost foot traffic and sales. These promotions are
strategically planned around seasonal events like back-to-school periods or holiday sales.

2. Social Media Marketing: The store actively engages with customers through platforms
like Instagram, Facebook, and Twitter. Social media is used to showcase new products,
share promotions, and interact directly with customers. This helps increase brand visibility
and create a loyal online community.

3. Email Marketing: Remlet Store maintains an email list to send out newsletters and special
offers to customers. Email marketing is an effective tool for announcing sales, product
launches, or exclusive offers, keeping the store top of mind for existing customers.

4. Customer Referral Program: The store encourages satisfied customers to refer friends
and family through a referral program, rewarding them with discounts or free products.
This word-of-mouth strategy helps expand the customer base and increase sales.

5. Seasonal Advertising: Remlet Store utilizes targeted advertising during peak shopping
periods, such as festive seasons or special events. Ads in local newspapers, radio spots, and

online ads help promote the store's offerings to a broader audience.
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6. Brand Partnerships: The store also collaborates with complementary brands or local
influencers to expand its reach. These partnerships help create special events or promotions

that attract more customers.

These marketing strategies enable Remlet Store to build brand awareness, engage with customers,
and drive sales. By using both digital and traditional methods, the store can adapt to various market

trends and customer preferences.

4.3 HUMAN RESOURCE MANAGEMENT

Human Resource Management (HRM) at Remlet Store focuses on managing the store’s
workforce to ensure optimal performance and a positive work environment. The HR team plays a
key role in recruiting, training, and retaining employees, as well as handling performance

management and employee relations.

1. Recruitment and Selection: Remlet Store follows a structured process for hiring
employees, ensuring that the right candidates are selected for various positions, such as
cashiers, sales associates, and store managers. HR conducts interviews, checks
qualifications, and ensures that candidates align with the store's values and culture.

2. Training and Development: HR at Remlet Store places significant importance on
employee training. New hires undergo an onboarding process to learn about the store’s
operations, products, and customer service standards. Regular training sessions are also
conducted to improve employees’ skills, especially in areas like customer service, sales
techniques, and product knowledge.

3. Employee Motivation and Retention: To ensure a motivated workforce, HR implements
strategies to reward hard work and dedication. These may include performance bonuses,
employee recognition programs, and career development opportunities. By offering a
positive work environment, Remlet Store aims to reduce turnover and retain experienced
staff.

4. Performance Management: HR is responsible for setting clear performance expectations

and conducting regular performance reviews. These reviews help identify areas for
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improvement, provide feedback, and set goals for employees. The HR team also addresses
any performance-related issues in a constructive and supportive manner.

5. Conflict Resolution and Employee Relations: HR manages any workplace disputes or
grievances, ensuring that all issues are resolved fairly and professionally. They foster a

culture of open communication, helping employees feel heard and valued.

Through effective Human Resource Management, Remlet Store ensures that employees are
well-trained, motivated, and supported, which ultimately contributes to the store’s success and

smooth daily operations.

44  FINANCIAL MANAGEMENT

Financial Management is essential for maintaining profitability, ensuring efficient use of
resources, and supporting the store's long-term growth. The finance team oversees budgeting,

accounting, cash flow management, and financial reporting to ensure the store's financial health.

1. Budgeting and Financial Planning: Remlet Store prepares annual budgets to plan for
expected expenses and revenue. This allows the store to allocate resources efficiently, set
financial goals, and monitor performance throughout the year. The finance team ensures
that costs are controlled while maximizing sales opportunities.

2. Revenue and Expense Management: Effective management of revenues and expenses is
crucial to maintaining profitability. The store tracks daily sales, monitors cash inflows, and
manages costs like inventory purchases, wages, utilities, and marketing. By carefully
managing these expenses, Remlet Store can keep operations running smoothly while
ensuring profit margins are maintained.

3. Cash Flow Management: Maintaining healthy cash flow is critical for the store’s
operations. The finance team ensures that there is enough liquidity to meet day-to-day
operational needs, such as paying suppliers and employees. They monitor cash flow
closely, especially during peak seasons or promotions when sales may fluctuate.

4. Inventory Costing and Management: Financial management also involves overseeing

inventory costs. The store tracks the cost of goods sold (COGS), ensuring that inventory is
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purchased at competitive prices and efficiently managed to avoid overstocking or
stockouts. This helps in maintaining profitability while reducing wastage.

Financial Reporting and Analysis: Regular financial reporting is essential for decision-
making. The finance team at Remlet Store prepares monthly and quarterly financial
statements, such as profit and loss reports and balance sheets, to assess the store’s financial
performance. These reports help the management team make informed decisions about
pricing, promotions, and investments.

Tax and Compliance Management: The store ensures that it complies with local tax
regulations and other legal financial requirements. Financial records are maintained
accurately for tax reporting and auditing purposes, ensuring that the store adheres to all

financial regulations.

Through sound Financial Management, Remlet Store can maintain operational efficiency, plan

for growth, and ensure long-term financial stability. Proper budgeting, expense control, and

financial analysis allow the store to remain competitive and profitable.

4.5

OPERATIONAL PROCESSES

Operational processes are designed to ensure the store runs efficiently, delivering a seamless

shopping experience for customers while maintaining smooth internal workflows. These processes

involve managing inventory, customer service, sales transactions, and employee coordination.

1.

Inventory Management: A crucial operational process at Remlet Store is inventory
management. The store uses a system to track inventory levels, monitor product demand,
and ensure that stock is replenished in a timely manner. Regular stock checks and audits
are carried out to prevent overstocking or stockouts, helping to maintain product
availability and optimize storage.

Sales and Customer Service: Sales transactions are processed through the Point of Sale
(POS) system, which ensures smooth billing and payment processing. Excellent customer

service is emphasized, with staff trained to assist customers in finding products, answering
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queries, and resolving issues like returns or exchanges. The goal is to provide a positive
experience that encourages repeat business.

3. Product Display and Merchandising: Operational processes also include the
arrangement and display of products. The store’s layout and product displays are designed
to attract customers, highlight promotions, and make it easy for shoppers to find what they
need. Regular updates to product placement are made based on sales trends and seasonal
promotions.

4. Staff Scheduling and Management: Staff scheduling is essential for efficient store
operations. Shifts are planned based on customer traffic patterns to ensure enough
employees are available during peak hours. Operational processes ensure that employees
are adequately trained, well-informed about store policies, and ready to meet customer
needs.

5. Order Fulfillment and Deliveries: For product deliveries, the store coordinates with
suppliers and delivery services to ensure timely receipt of products. Staff manages the
unpacking, labeling, and stocking of new arrivals. The store also processes customer orders
for delivery or pick-up, ensuring that the order is accurate and delivered on time.

6. Quality Control and Stock Replenishment: To maintain product quality, the store has
quality control measures in place for both incoming goods and on-the-shelf products.
Operational processes ensure that items meet quality standards, and any defective or
expired products are removed promptly. Regular stock replenishment is carried out to meet
customer demand.

7. Financial Transactions and Reporting: The store also handles operational processes
related to financial transactions, including daily sales reports, cashier reconciliations, and
the management of revenue. Financial data is tracked and reviewed to ensure profitability

and identify areas for improvement.

Operational processes at Remlet Store are focused on ensuring smooth daily operations, from
inventory management to customer service, and employee coordination. These processes
contribute to a positive customer experience, operational efficiency, and the overall success of the

store.
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CHAPTER FIVE
CONCLUSION AND RECOMMENDATION
5.1 CONCLUSIONS

My experience at Remlet Store provided valuable insights into the various aspects of business
operations, including management, leadership, marketing strategies, human resource
management, financial management, and operational processes. Throughout my time at the
store, | gained hands-on knowledge of how these key functions work together to ensure the store’s

success and growth.

The store’s effective management and leadership helped maintain a positive work environment,
motivate staff, and ensure smooth daily operations. The marketing strategies employed, such as
in-store promotions and social media engagement, effectively attracted and retained customers.
Furthermore, the store’s HR practices focused on recruiting the right talent, training employees,
and fostering a supportive work culture. Financial management processes ensured profitability,

while operational processes were vital for maintaining efficiency and customer satisfaction.

This experience has strengthened my understanding of how a retail business operates and has
equipped me with practical skills that I will carry forward in my academic and professional
journey. The challenges | faced, coupled with the lessons I learned, have significantly contributed
to my growth as a business administration student, and | feel better prepared for future roles in

business management.

5.2 RECOMMENDATION

Based on my experience at Remlet Store, | would like to offer the following recommendations to

enhance the store's operations and overall business performance:

1. Enhance Digital Marketing Efforts: While the store already engages in social media
marketing, expanding digital marketing efforts through targeted online ads, influencer
partnerships, and email campaigns can further increase brand awareness and drive

customer engagement, especially among younger demographics.
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2. Invest in Employee Development: Offering additional training programs focused on
leadership and customer service skills would not only empower employees but also
improve the quality of customer interactions, leading to higher customer satisfaction and
retention.

3. Implement an Inventory Management System Upgrade: While the current inventory
system is effective, upgrading to a more advanced inventory management software that
integrates with sales data can help further streamline stock control, reduce stockouts, and
optimize inventory turnover.

4. Loyalty Programs for Customer Retention: Introducing a customer loyalty program
could encourage repeat business by rewarding customers with points, discounts, or
exclusive offers. This would foster long-term relationships and increase customer
retention.

5. Regular Performance Reviews: Conducting more frequent performance reviews can help
identify areas for improvement, provide constructive feedback, and allow employees to set
personal growth goals. This would further motivate the team and align their efforts with
the store's objectives.

6. Focus on Sustainability Initiatives: Implementing sustainable practices, such as reducing
packaging waste or offering eco-friendly products, can help attract environmentally-

conscious customers and improve the store’s brand image.

These recommendations are intended to help Remlet Store build on its strengths, address potential
areas of improvement, and enhance its overall business operations. | believe that implementing

these suggestions can further contribute to the store’s continued success and growth.
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