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IV
CHAPTER ONE
INTRODUCTION
1.1	Background Of SIWES
SIWES was established by Industrial Training Fund (ITF) in 1973 to solve the problem of lack of adequate practical skills preparatory for employment in industries by Nigerian graduates of tertiary institutions.
The Scheme exposes students to industry based skills necessary for a smooth transition from the classroom to the world of work. It affords students of tertiary institutions the opportunity of being familiarized and exposed to the needed experience in handling machinery and equipment which are usually not available in the educational institutions.
Before the establishment of the scheme, there was a growing concern among our Industrialists that graduates of our Institutions of Higher learning lacked adequate practical background studies preparatory for employment in Industries. Thus, the employers were of the opinion that the theoretical education going on in higher institutions was not responsive to the needs of the employers of labor.
It is against this background that the rationale for initiating and designing the scheme by the Fund during its formative years – 1973/74 was introduced to acquaint students with the skills of handling employers’ equipment and machinery.


Therefore participation in SIWES has become a necessary pre-condition for the award of Diploma and Degree certificates in specific disciplines in most institutions of higher learning in the country, in accordance with the education policy of government.
1.2   Aims and Objectives Of SIWES 
1. To provide students with industrial skills and needed experience while the course of study;
2. To create conditions and circumstances, which can be as close as possible to the actual workflow;
3. To prepare specialists who will be ready for any working situations immediately after graduation;
4. To teach students the techniques and methods of working with facilities and equipment that may not be available within the walls of an educational institution;
5. To give students the ability to try and apply the given knowledge.
     













CHAPTER TWO
DESCRIPTION OF KWARA STATE TEACHING SERVICE COMMISSION GRA, ILORIN
2.1	Brief History of Kwara State Teaching Service Commission Gra,  
Ilorin
The Kwara State Teaching Service Commission (TESCOM) was established by law in 1992, with the Kwara State Teaching Service Commission Law, 1992 serving as its legal foundation.
· Establishment
The Kwara State Teaching Service Commission was established by the Kwara State Teaching Service Commission Law, 1992.
· Legal Basis
The law, cited as the Kwara State Teaching Service Commission Law, 1992, provides the framework for the commission's operations.
· Focus
The commission's primary focus is on matters related to teaching services within Kwara State.
· Location
The commission's location is in GRA, Ilorin, Kwara State.




CHAPTER THREE AND FOUR
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT KWARA STATE TEACHING SERVICE COMMISSION GRA, ILORIN
My very first day at my industrial programme centre was based on introduction. During the same week of resumption, I was taught the meaning of filing system that is; it is a policy and procedures directing how files should be stored and indexed to ensure their retrieval, use, and disposition and how to arrange file for easy retrieval. In my place of attachment, before a file is been given out it has to be recorded in the demand book of record for easy location when the file is missing. During this programme, I was able to see, touch and make use of office stationeries e.g Stapler, Pin remover, Puncher etc which are use to carry out office activities.
At my SIWES centre the most work carried by me was just filing, arrangement of files, giving out and receiving of file from outside the organization. These are the task carried out:
Explanation on Filing System
A filing system is a structured method for organizing, storing, and retrieving documents efficiently. It ensures that records are maintained in an orderly manner, making it easier to access important documents when needed. Filing systems can be manual (physical) or electronic (digital), depending on the organization’s needs.
Types of Filing Systems
· Manual Filing System (Physical Files)
Uses cabinets, folders, and shelves to store paper documents.
Requires labeling and categorization for easy retrieval.
· Electronic Filing System (Digital Files)
Stores documents on computers, cloud storage, or databases.
Uses folders, tags, and search functions for organization.
· Hybrid Filing System
Combines both manual and electronic methods.
Ensures backup of physical records in digital format.
Arrangement of Files
Files can be arranged in various ways, depending on the organization’s preference. The common methods include:
· Alphabetical Filing
Arranges files based on names (A-Z).
Suitable for client records, employee details, etc.
· Numerical Filing
Uses assigned numbers for each file.
Common in hospitals, legal offices, and financial institutions.
· Chronological Filing
Arranges files by date (oldest to newest or vice versa).
Ideal for invoices, reports, and correspondence.
CHAPTER FIVE
SUMMARY, CHALLENGES ENCOUNTERED AND RECOMMENDATIONS
5.1	Summary                               
A filing system is a structured way of organizing and storing documents for easy access and management. It can be manual, electronic, or a combination of both. Filing involves reviewing, categorizing, labeling, and securely storing documents while maintaining regular updates. Files can be arranged alphabetically, numerically, chronologically, by subject, or geographically. Proper filing ensures efficiency, security, and compliance with record-keeping policies. Regular maintenance, backups, and secure disposal of outdated documents help keep the system effective and reliable.
5.2	Challenge Encountered
Problem of searching a place of attachment:- 
I had some many reason problems when searching for a place of attachment for my industrial training because most organization rejected my request giving one reason or the other that they do not want SIWES student.
Cost of Transportation:- 
Also encountered challenges in the aspect of transport fee during the course of my training due to the distance of my place of attachment.

5.3	Recommendations
1. The institution should be encouraged to create financial autonomy for Institution based SIWES Units/Directorates. 
2. The establishment should provide the adequate facilities to make the programme enjoyable for the SIWES Students. 
3. SIWES should be properly presented to potential sponsors, such as multinational companies and other corporate institutions for support in creating placement Opportunities, Training, Equipment, Facilities, as well as direct funding of SIWES.
4. The company should be willingly to accept and encourage students that are seeking for SIWES placement in their company without requesting for any money.

