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PREFACE
The writing of this report was motivated by the experience gained during my SIWES attachment OFFICE OF HEAD OF THE SERVICE, AHMADU BELLO WAY, G.R.A, 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
1.0	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. 
1.1	DEFINITION OF SIWES
The student industrial work experience scheme (SIWES) can be defined as a technical skill and acquisition of knowledge from the organization, industrial sector. It also serves as a motive that compliments the learning which student have acquired in the classroom or theoretically.
SIWES can be simply defined as a programme established and which is aimed at making a student practically oriented in their respective course of study for labour market and expose them to methods and techniques of handling future occurrence.
1.2	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.
1.3	IMPORTANCE OF SIWES
All Nigerian students who study technology and science must know about SIWES. Partaking in SIWES has become a prerequisite for the award of diploma and degree certificates in many Nigerian Institutions according to the Nigerian Government Educational policy. Undergraduate students of the following disciplines are expected to be a part of the scheme: Natural sciences, Engineering and Technology, Education, Agriculture, Medical Sciences, Environmental, and pure and applied sciences.













CHAPTER TWO
2.0	HISTORICAL BACKGROUND OF THE OFFICE OF HEAD OF SERVICE, KWARA STATE.
The Office of Head of Service (HOS) is the highest-ranking civil servant in Kwara State, Nigeria, responsible for overseeing the state's civil service. Here's a brief history of the Office of Head of Service in Kwara State:
· Early Years (1967-1979)
Kwara State was created in 1967, and the first Head of Service was appointed shortly after. During this period, the HOS played a crucial role in establishing the state's civil service and implementing its early development plans.
· Second Republic (1979-1983)
During the Second Republic, the HOS continued to play a vital role in the state's administration. This period saw significant developments in the state's infrastructure, education, and healthcare sectors.
· Military Rule (1983-1999)
During the military rule, the HOS remained a key figure in the state's administration. However, the period was marked by significant challenges, including economic instability and political unrest.
· Fourth Republic (1999-Present)
Since the return to democracy in 1999, the HOS has continued to evolve, with a greater emphasis on professionalism, accountability, and transparency. The current HOS is responsible for overseeing the state's civil service reform efforts, aimed at improving efficiency, productivity, and service delivery. 
MISSION AND VISION OF THE OFFICE OF HEAD OF SERVICE 
The mission and vision of the Head of Service, Kwara State are centered around ensuring an efficient and effective civil service that aligns with the state's goals and aspirations. While specific details about the mission and vision statements of the Head of Service, Kwara State are as follow that likely focus on the following key areas:
Mission:
· To provide strategic leadership and direction for the civil service.
· To ensure the implementation of government policies and programs effectively.
· To promote transparency, accountability, and efficiency within the civil service.
· To foster a motivated and well-trained workforce dedicated to public service.
Vision:
· To build a world-class civil service that is responsive, innovative, and capable of meeting the needs of the people of Kwara State.
· To create an environment where public servants can thrive and contribute to the state's development.
· To establish a culture of excellence and continuous improvement within the civil service.
CORE VALUE
The core values of the Office of the Head of Service, Kwara State are likely to focus on principles that ensure an efficient, transparent, and accountable civil service. While specific details about the core values of the Office of the Head of Service in Kwara State are include the following key principles:
· Integrity: Upholding the highest standards of honesty and ethical behavior in all actions and decisions.
· Excellence: Striving for the highest quality in service delivery and continuous improvement.
· Accountability: Taking responsibility for actions and decisions, and being answerable to the public and government.
· Transparency: Ensuring openness and clarity in processes and decision-making.
· Professionalism: Demonstrating competence, skill, and dedication in all aspects of work.
· Innovation: Encouraging creativity and new ideas to improve service delivery and efficiency.
· Collaboration: Working together with various stakeholders to achieve common goals and objectives. 
2.1	DEPARTMENTS AT THE OFFICE OF HEAD OF SERVICE
The Office of the Head of Service in Kwara State oversees various departments that ensure the smooth functioning of the state's civil service. Here are some key departments that are typically found in such offices:
1. Administration Department: Manages the overall administrative functions and ensures the implementation of government policies.
2. Human Resources Department: Handles recruitment, training, and welfare of civil servants.
3. Finance and Accounts Department: Manages the financial operations, budgeting, and accounting processes.
4. Planning, Research, and Statistics Department: Conducts research, planning, and data analysis to support decision-making.
5. Service Welfare Department: Focuses on the welfare and well-being of civil servants, including health and safety.
6. Legal Department: Provides legal advice and support to the office and handles legal matters.
7. Public Relations Department: Manages communication and public relations activities.
These departments work together to ensure the efficient and effective functioning of the civil service in Kwara State.
2.2	ORGANOGRAM OF THE OFFICE OF HEAD OF SERVICE, KWARA STATE, NIGERIA.
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CHAPTER THREE
3.0	INFORMATION ON RELEVANCE TRAINING EXPERIENCE
INTRODUCTION TO COMPUTER SYSTEM
A computer system is a combination of hardware and software components that work together to process, store, and communicate information.
Components of a Computer System
1. Hardware: Physical components such as the central processing unit (CPU), memory (RAM), storage devices (hard drive, solid state drive), input/output devices (keyboard, mouse, monitor), and networking components (router, modem).
2. Software: Programs and operating systems that run on the hardware, including the operating system, application software, and utility software.
Types of Computer Systems
1. Personal Computer (PC): A general-purpose computer designed for individual use.
2. Server: A computer system designed to provide services to other computers over a network.
3. Mainframe: A large, high-performance computer system used by organizations for critical applications.
4. Mobile Device: A portable computer system, such as a smartphone or tablet.
Functions of a Computer System
1. Input: Accepting data and instructions from users or other devices.
2. Processing: Executing instructions and performing calculations on data.
3. Storage: Holding data and programs in memory or storage devices.
4. Output: Producing results or displaying information to users or other devices.
5. Communication: Exchanging data or instructions with other devices or systems.
Importance of Computer Systems
1. Efficient Processing: Computer systems enable fast and accurate processing of large amounts of data.
2. Improved Productivity: Computer systems automate tasks, freeing up time for more strategic and creative work.
3. Enhanced Communication: Computer systems facilitate communication and collaboration across distances and time zones.
4. Access to Information: Computer systems provide access to vast amounts of information, enabling informed decision-making.
INTRODUCTION TO PRINTER
A printer is a computer peripheral device that produces a hard copy of digital data, such as text, images, and graphics, onto paper or other printable materials.
Types of Printers
1. Inkjet Printers: Use ink to print on paper, commonly used for home and office printing.
2. Laser Printers: Use a laser beam to produce an electrostatic image on a drum, commonly used for high-volume printing.
3. Dot Matrix Printers: Use a print head to create characters on paper, commonly used for printing multipart forms and labels.
4. 3D Printers: Create physical objects from digital models by layering materials such as plastics, metals, and ceramics.
Key Components of a Printer
1. Print Head: The part of the printer that applies ink or toner to the paper.
2. Ink or Toner Cartridges: Contain the ink or toner used to print.
3. Paper Tray: Holds the paper to be printed.
4. Control Panel: Allows users to adjust print settings and monitor printer status.
5. Power Supply: Provides power to the printer.
Functions of a Printer
1. Printing: Produces a hard copy of digital data.
2. Scanning: Captures images or text from paper documents.
3. Copying: Creates multiple copies of printed documents.
4. Faxing: Sends printed documents over phone lines.
Importance of Printers
1. Communication: Printers enable communication through printed documents, such as letters, reports, and presentations.
2. Education: Printers facilitate learning by providing printed materials, such as textbooks, worksheets, and study guides.
3. Business: Printers support business operations by printing documents, such as invoices, receipts, and contracts.
4. Creativity: Printers enable creative expression through printed art, graphics, and photographs.
INTRODUCTION TO MICROSOFT WORDS
Microsoft Word is a popular word processing software developed by Microsoft. It allows users to create, edit, and print documents, including letters, reports, resumes, and more.
Key Features of Microsoft Word
1. Document Creation: Create new documents from scratch or use templates.
2. Text Editing: Edit text, including font, size, color, and alignment.
3. Formatting: Apply formatting options, such as bold, italic, and underline.
4. Graphics and Images: Insert images, charts, and other graphics.
5. Tables and Charts: Create and edit tables and charts.
6. Mail Merge: Merge data from external sources into documents.
7. Collaboration: Collaborate with others in real-time using co-authoring.

Uses of Microsoft Word
1. Business Documents: Create professional documents, such as reports, proposals, and resumes.
2. Academic Papers: Write and format academic papers, including essays, research papers, and theses.
3. Personal Documents: Create personal documents, such as letters, invitations, and greeting cards.
Benefits of Microsoft Word
1. Ease of Use: User-friendly interface makes it easy to create and edit documents.
2. Flexibility: Supports various file formats, including .docx, .doc, and .pdf.
3. Collaboration: Enables real-time collaboration and commenting.
4. Customization: Offers various templates, themes, and formatting options..
INTRODUCTION TO MICROSOFT EXCEL
Microsoft Excel is a powerful spreadsheet software developed by Microsoft. It allows users to store, organize, and analyze data in a tabular format.
Key Features of Microsoft Excel
1. Spreadsheet Creation: Create new spreadsheets or edit existing ones.
2. Data Management: Store, organize, and analyze data in rows and columns.
3. Formulas and Functions: Perform calculations using formulas and functions.
4. Charts and Graphs: Visualize data using various chart types.
5. PivotTables: Analyze and summarize large datasets.
6. Conditional Formatting: Highlight cells based on specific conditions.
7. Data Validation: Restrict data entry to specific formats or ranges.
Uses of Microsoft Excel
1. Budgeting and Financial Planning: Create personal or business budgets.
2. Data Analysis: Analyze and visualize data for business or academic purposes.
3. Reporting: Create reports using Excel data and charts.
4. Scientific and Engineering Applications: Perform complex calculations and data analysis.
Benefits of Microsoft Excel
1. Data Analysis: Powerful tools for data analysis and visualization.
2. Automation: Automate repetitive tasks using formulas and macros.
3. Collaboration: Share and collaborate on spreadsheets with others.
4. Flexibility: Supports various file formats, including .xls, .xlsx, and .csv.
INTRODUCTION TO DATA AND INFORMATION
Definition of Data
Data refers to raw, unprocessed facts and figures collected from various sources, such as observations, experiments, surveys, or transactions. Data can be in the form of numbers, text, images, or audio.
Definition of Information
Information is processed data that has been organized, analyzed, and interpreted to provide meaning and relevance. Information is used to support decision-making, solve problems, or answer questions.
Key Differences Between Data and Information
1. Raw vs. Processed: Data is raw and unprocessed, while information is processed and analyzed.
2. Meaning and Relevance: Data lacks meaning and relevance, while information provides meaning and relevance.
3. Purpose: Data is collected for various purposes, while information is used to support decision-making and problem-solving.
Types of Data
1. Qualitative Data: Non-numerical data, such as text, images, or audio.
2. Quantitative Data: Numerical data, such as numbers or statistics.
3. Primary Data: Original data collected directly from sources.
4. Secondary Data: Existing data collected from external sources.
Characteristics of Good Information
1. Accurate: Information should be accurate and reliable.
2. Relevant: Information should be relevant to the context and purpose.
3. Timely: Information should be available when needed.
4. Complete: Information should be comprehensive and complete.
5. Consistent: Information should be consistent and free from contradictions.
Importance of Data and Information
1. Decision-Making: Data and information support informed decision-making.
2. Problem-Solving: Data and information help solve problems and answer questions.
3. Strategic Planning: Data and information inform strategic planning and goal-setting.
4. Performance Evaluation: Data and information evaluate performance and progress.
5. Innovation: Data and information drive innovation and improvement.
OTHER MACHINES FOUND AT THE ORGANIZATION
1. Scanners: Flatbed scanners, document scanners, and barcode scanners for digitizing documents and images.
2. Photocopiers: Multifunctional photocopiers that can print, scan, and copy documents.
3. Routers: Network routers that connect devices to the internet and manage network traffic.
4. Shredders: Paper shredders that securely dispose of sensitive documents.
5. Binding Machines: Machines that bind documents, reports, and presentations.

CHAPTER FOUR
4.0	EXPERIENCE GAINED TO STUDENT FIELD
After the SIWES program I gained how to operate in a computer and a bit experience on how to manage office in general.
Furthermore, I was introduced to other section of the organization, where I was taught how to engage to different works, such as:
a. I learn about the meaning, features, and its importance of Computer in an organization 
b. I Learn about the meaning and how to operate Microsoft word, Editing Text, Inserting Picture and others uses of the application.
a. I learn about the application and how to operate Microsoft Excel, Data input, Creating charts, Data management with others uses of the application. 
c. I also taught about the meaning of data and information and their impoprtance in an organization.
d. I also taught about the different types of maintenance practices for all machine regarding organization.
e. Learning about the component parts of the Printer, Photocopy machines, Scanner, etc and their functions and uses.
f. I was taught about the important of communication on how to relate to staff in an organization.  
4.1.	INTERPERSONAL RELATIONSHIP WITH THE ORGANIZATION
During my stay at the OFFICE OF HEAD OF SERVICE, KWARA STATE, I enjoy every bit of it until the last hour of my departure as a SIWES student. 
Starting with the Head of Service, Board-members to all the staffs, and my supervisor showed love and care to me like parent to his daughter.
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, CONCLUSION AND RECOMMENDATIONS
5.0	CONCLUSION
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. 
5.1	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 Office Technology Management to be giving opportunity after school in this organization to serve and possible employed if he/she deem it. 
5.2	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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