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PREFACE
The writing of this report was motivated by the experience gained during my SIWES attachment NATIONAL BUREAU OF STATISTICS, FEDERAL SECRETARIAT COMPLEX, FATE ROAD, ILORIN, KWARA STATE, NIGERIA. This report is meant to be a guideline to every student.
The purpose of writing this report is to relate the various area which I participated during the Industrial Training Attachment in my place of work. It is indeed very encouraging that all students to get acquainted with what is been done in class, so as to be familiar with what is been done in the practical field. 
Finally, This Industrial Training Attachment is required for every student because it tends to backup and build the students physically, morally and educationally for the task after graduation.     
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CHAPTER ONE
1.1	INTRODUCTION 
It has been widely spoken and dispersed in the society that Tertiary Institution graduates are not practically oriented rather theoretical oriented owning to this; it has affected them both on the labour market and the society at large.
As a result of this, the Industrial Training Fund (ITF) came into existence which was founded by decree 47 of 1971 constitution introduced the Student Industrial Work Experience Scheme (SIWES) in 1973. Since its inception, SIWES has a suitable program which has been paving way for student in higher institution of learning to have practical knowledge of what they have been taught in their various institution of learning. It has since then been one of the pre-requisite for the polytechnic. 
1.2	MEANING OF SIWES
The Student's Individual Work Experience Scheme (SIWES) is a programme that is controlled by the industrial training fund (ITF) in conjunction with the university.
SIWES is designed to engage student in various degree programme in order to provide the student with adequate practical experience in various field of study and to expose them to working conditions.
This programme involves the ITF, students and industries. It's meant to bridge the gap between theory and practical work, sharpen student's skills and understanding of actual works processes and also provides an avenue to gain more knowledge
1.3	HISTORY OF SIWES
The early phase of science and technology in Nigeria was characterized by the theoretical lectures in polytechnic and universities which have proven to be an ill method to teaching students in universities and polytechnic, graduate with little or no technical experience in the course of study.
All the same, students inability to contribute to the society happening, growth and development of the country, it was then SIWES was introduced to the industrial and education section.
SIWES is the acronym for Students Industrial Work Experience Scheme. SIWES was established in early stage, SIWES was found by ITF (Industrial Training Fund), it was difficult to continue for the economic stress, the responsibility was shared between industrial training funds federal government.
1.4	THE SCOPE AND THE IMPORTANCE OF SIWES
SIWES is created to expose to industrial based skills necessary for smooth transition from classroom to labour mandate.
It affords student of tertiary institution the opportunity to be familiar and expose to the needed experience in handling machinery equipment which are usually not available in the education institution.
Also it's an avenue for students in higher learning institute to acquire skill and experience in their various field of study that would prepare them for work after graduation.
The student industrial work experience scheme (SIWES) is a skill training programme design to expose and prepare student of mass communication for the Industrial work situation while they are likely to meet after graduation.
1.5	GENERAL OBJECTIVES OF SIWES
Objectives of the Students Industrial Work Experience Scheme include:
1. Provide an avenue for students to acquire industrial skills for experience during their course of study.
2. Expose students to work methods and techniques that may not be available during their course of study.
3. Bridging the gap between theory and practice by providing a platform to apply knowledge learnt in school to real work situations.
4. Enabling the easier and smoother transition from school by equipping students’ with better contact for future work placement.
5. Introduce students to real work atmosphere so that they know what they would most likely meet once they graduate.





















CHAPTER TWO
2.1	HISTORICAL BACKGROUND OF THE ORGANIZATION
Here's a brief historical background of the National Bureau of Statistics (NBS) in Nigeria:
Early Years (1920s-1960s)
The National Bureau of Statistics has its roots in the colonial era, when the British colonial administration established the Department of Statistics in 1920. The department was responsible for collecting and analyzing data on trade, commerce, and other economic activities.
Post-Independence (1960s-1970s)
After Nigeria gained independence in 1960, the Department of Statistics was reorganized and renamed the Federal Office of Statistics (FOS) in 1963. The FOS was responsible for collecting and analyzing data on various sectors of the economy.
Establishment of the National Bureau of Statistics (1979)
In 1979, the Federal Government of Nigeria established the National Bureau of Statistics (NBS) through Decree No. 39 of 1979. The NBS replaced the FOS and was given the mandate to coordinate the national statistical system.
Reforms and Developments (2000s-Present)
In recent years, the NBS has undergone significant reforms and developments, including:
1. Reorganization and Restructuring: The NBS was reorganized and restructured to improve its efficiency and effectiveness.
2. Adoption of International Standards: The NBS adopted international standards for statistical data collection and analysis.
3. Development of a National Statistical System: The NBS developed a national statistical system to coordinate statistical activities in Nigeria.
Today, the National Bureau of Statistics is the principal agency responsible for the collection, analysis, and dissemination of statistical data in Nigeria.
General Mandate and Objectives
The NBS is mandated to:
1. Coordinate the National Statistical System: Ensure the coordination of statistical activities in Nigeria.
2. Collect and Analyze Data: Collect, analyze, and disseminate statistical data on various sectors of the economy.
3. Provide Statistical Advisory Services: Provide statistical advisory services to government agencies, researchers, and other stakeholders.
2.2	MISSION AND VISSION
The NBS mission is twofold:
1. To provide relevant, reliable, and timely statistics to facilitate planning and evidence-based decision making.
2. To ensure that the compilation and dissemination of statistics are in accordance with scientific principles, professional ethics, and international standards.
The NBS vision is
To provide high-quality statistical products and services to support social and economic development of the country. This vision reflects the agency's commitment to producing accurate and reliable statistical data that informs decision-making and policy development.
Core Values
The NBS is guided by several core values, including:
- Integrity: Performing tasks with the highest moral and ethical standards.
- Professionalism: Discharging duties competently, diligently, efficiently, and effectively with humility and sensibility.
- Accountability: Being accountable in all operations at all levels to build trust and confidence in the statistics produced.
- Teamwork: Working as a team and in a coordinated way with entities within and outside of the statistical system.
- Adaptability: Responding to change with a positive attitude and willingness to learn and adopt innovations and emerging technologies to deliver the mandate.
2.3	DEPARTMENTS AT NATIONAL BUREAU OF STATISTICS
The National Bureau of Statistics (NBS) has several departments that work together to achieve its mandate. Here are some of the various departments at the NBS:
1. Statistical Operations Department - Conducting surveys and censuses
2. Economic Statistics Department - Compiling and analyzing economic data
3. Social Statistics Department - Compiling and analyzing social data
4. Demographic Statistics Department - Compiling and analyzing demographic data
5. Information Technology Department - Managing the NBS's IT infrastructure
6. Data Management Department - Managing the NBS's data collection and processing systems
7. Research and Development Department - Conducting research on statistical methods and techniques
8. Administration and Human Resources Department - Managing the NBS's administrative and human resources functions
9. Public Affairs and Communication Department - Managing the NBS's public affairs and communication functions
10. Internal Audit Department - Conducting internal audits of the NBS's operations
2.4 ORGANOGRAM OF NATINAL BUREAU OF STATISTICS AT STATE LEVEL.
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CHAPTER THREE
3.1	TECHNICAL TRAINING EXPERIENCE
INTRODUCTION TO ADMINISTRATION 
Administration refers to the process of managing and organizing resources, systems, and personnel to achieve specific goals and objectives. It involves planning, organizing, directing, and controlling various activities to ensure efficient and effective operations.
Importance of Administration
1. Achieving Goals: Administration helps organizations achieve their goals and objectives by ensuring effective planning, organization, and control.
2. Managing Resources: Administration involves managing resources, such as human resources, finances, and materials, to ensure optimal utilization.
3. Maintaining Order: Administration helps maintain order and stability within an organization by establishing policies, procedures, and rules.
4. Enhancing Efficiency: Administration aims to improve efficiency and productivity by streamlining processes, eliminating waste, and optimizing resource allocation.
DUTIES OF ADMINISTRATION DEPARTMENT
General Administrative Duties
1. Office Management: Oversee the day-to-day operations of the office, including maintenance, supplies, and equipment.
2. Communication: Handle incoming and outgoing correspondence, emails, and phone calls.
3. Record-Keeping: Maintain accurate and up-to-date records, files, and databases.
4. Reporting: Prepare and submit reports, including administrative, financial, and operational reports.
Human Resources Management
1. Recruitment: Assist in recruiting, hiring, and onboarding new employees.
2. Employee Relations: Handle employee complaints, grievances, and disciplinary actions.
3. Benefits Administration: Administer employee benefits, including health insurance, retirement plans, and time-off policies.
4. Training and Development: Coordinate employee training and development programs.
Financial Management
1. Budgeting: Assist in preparing and managing the department's budget.
2. Accounting: Handle accounts payable, accounts receivable, and general ledger maintenance.
3. Financial Reporting: Prepare and submit financial reports, including balance sheets, income statements, and cash flow statements.
4. Procurement: Purchase supplies, equipment, and services, ensuring compliance with organizational policies and procedures.
INTRODUCTION TO ALLOWANCE
An allowance is a fixed amount of money provided to an individual or group to cover specific expenses or needs. It is a form of financial support or reimbursement for incurred expenses.
Types of Allowances
1. Travel Allowance: A fixed amount provided to cover travel-related expenses, such as transportation, accommodation, and meals.
2. Food Allowance: A fixed amount provided to cover food expenses, often provided to employees or individuals who need to purchase meals while working or traveling.
3. Housing Allowance: A fixed amount provided to cover housing expenses, such as rent or mortgage payments.
4. Clothing Allowance: A fixed amount provided to cover clothing expenses, often provided to employees or individuals who require specific attire for work or other activities.
5. Education Allowance: A fixed amount provided to cover education-related expenses, such as tuition fees, textbooks, and other educational materials.
Purpose of Allowances
1. To Reimburse Expenses: Allowances are provided to reimburse individuals for expenses incurred while performing specific tasks or duties.
2. To Support Living Expenses: Allowances are provided to support individuals with living expenses, such as housing, food, and clothing.
3. To Encourage Productivity: Allowances can be used to encourage productivity and motivation among employees or individuals.
Benefits of Allowances
1. Financial Support: Allowances provide financial support to individuals, helping them to cover specific expenses.
2. Increased Productivity: Allowances can increase productivity and motivation among employees or individuals.
3. Improved Well-being: Allowances can improve the well-being of individuals by providing financial support for essential expenses.
Common Examples of Allowances
1. Employee Allowances: Many companies provide allowances to their employees, such as travel allowances, food allowances, or housing allowances.
2. Government Allowances: Governments may provide allowances to citizens, such as housing allowances, education allowances, or disability allowances.
3. Student Allowances: Educational institutions may provide allowances to students, such as scholarships, grants, or living allowances.
INTRODUCTION TO FILE
A file is a collection of related data or information that is stored on a computer or other digital device. Files can contain various types of data, such as text, images, audio, video, or executable programs.
Types of Files
1. Text Files: Contain plain text data, such as documents, emails, or chat logs.
2. Image Files: Contain digital images, such as photographs, graphics, or logos.
3. Audio Files: Contain audio data, such as music, voice recordings, or podcasts.
4. Video Files: Contain video data, such as movies, TV shows, or video clips.
5. Executable Files: Contain executable programs, such as software applications or scripts.
6. Compressed Files: Contain compressed data, such as zip files or archives.
File Characteristics
1. Name: A unique identifier for the file.
2. Extension: A suffix that indicates the file type (e.g., .txt, .jpg, .mp3).
3. Size: The amount of storage space occupied by the file.
4. Date Created: The date and time the file was created.
5. Date Modified: The date and time the file was last modified.
INTRODUCTION TO FILE ARRANGEMENT
File arrangement refers to the process of organizing and structuring files in a logical and systematic way, making it easy to access, retrieve, and manage them.
Importance of File Arrangement
1. Efficient Retrieval: Easy access to files when needed.
2. Reduced Search Time: Minimizes time spent searching for files.
3. Improved Organization: Maintains a tidy and organized digital workspace.
4. Enhanced Collaboration: Facilitates sharing and collaboration with others.
Benefits of File Arrangement
1. Increased Productivity: Saves time and effort in searching for files.
2. Improved Accuracy: Reduces errors and misfiling of documents.
3. Enhanced Security: Protects sensitive information by organizing files in a secure manner.
4. Better Decision Making: Enables quick access to relevant information, facilitating informed decision-making.
Types of File Arrangement
1. Physical File Arrangement: Organizing physical files in a filing cabinet or storage system.
2. Digital File Arrangement: Organizing digital files on a computer, network, or cloud storage system.
File Arrangement Techniques
1. Alphabetical Arrangement: Arranging files in alphabetical order.
2. Chronological Arrangement: Arranging files in chronological order.
3. Categorical Arrangement: Arranging files into categories or folders.
4. Hierarchical Arrangement: Arranging files in a hierarchical structure.









CHAPTER FOUR
4.1	RELEVANCE EXPERIENCE GAINED TO STUDENT FIELD OF STUDY
After the SIWES program I gained how to operate as a Public Administration Student in an Organization.
Furthermore, I was introduced for more routine of the organization, where I was taught how to engage to different works, such as:
a. Learning about meaning of administration department, the quality and duties of a good administration, and its importance.
b. Learning about the meaning of Allowance, with the importance of allowance.
c. Learning of the meaning of Discipline and its important in an organization.
d. Leaning about what is Training, its types, and what is employment and its types of employment.
f. I gained more knowledge on means of communication in an organization.
g.  I gained knowledge on what is call FILE, types of File, importance and the Arrangement of file in an organization. 
4.2	INTERPERSONAL RELATIONSHIP WITH THE ORGANIZATION
During my stay at the NATINAL BUREAU OF STATISTICS, I enjoy every bit of it until the last hour of my departure as a SIWES student. 
Starting with the State Officer, others staff to all the coordinators, and my supervisor showed love and care to me like parent to their son.
My cordial relationship with the instructor in my section helps me a lot in the sense that, he never relent in answering my question both theoretical and practical.




CHAPTER FIVE
SUMMARY, AND RECOMMENDATIONS
5.1	SUMMARY/PROBLEMS
Even though there was a little hardship especially when the work of the organization is pilled up on me and payment was very meager for transportation.
	The SIWES program at the organization give me a wonderful and everlasting experience. The program is readily helped to bridge the gap between theoretical aspect and practical work in the industrial training. 
5.2	RECOMMENDATION TO THE ORGANIZATION 
Since the SIWES cannot be overemphasized in all aspects in the recent times, I therefore think it is standard enough for any student of agricultural Technology to be giving opportunity after school in this organization to serve and possible employed if he/she deem it. 
5.3	SUGGESTION FOR IMPROVEMENT OF THE SCHEME
Base on the experience and knowledge acquired at the course of the SIWES training, I hereby give the following recommendation base on my observations;
•    Proper orientation should be given to the students by the Polytechnic before they go on SIWES.
•	The placement letter should be given to students early enough so as to avoid attachment in irrelevant organization.
•	Institution should ensure that students are attached at relevant establishment for effective training, experience and exposure.
•	Government, ITF and the Institution should ensure that students do not pay any amount of money before accepted in any organization. This organization should be sensitized on the objective of SIWES training and the need why they should not collect money before accepting students.
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