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CHAPTER ONE
BACKGROUND OF SIWES
The student industrial work experience scheme (SIWES) is a planned and supervised training intervention based on stated and specific learning and career objectives and geared towards developing the occupational competencies of the participants. It is a skill training program required to be undertaken by all student of tertiary institutions in Nigeria pursuing courses in specialized engineering, technical business, applied science and applied arts in order to expose and prepare them for industrial work situation (ITF, 2004a).
Therefore, SIWES is generic, cutting across over 60 programs in the universities, over 40 programs in the polytechnics and about 10 programs in the college of education. Thus, SIWES is not specific to ay one course of study or discipline.
ADVENT OF SIWES
[bookmark: _GoBack]In recognition of the short comings and weaknesses in the formation of SET graduated, particularly with respect to acquisition of relevant production skills (RPSS), the industrial training fund established the students industrial work experience scheme (SIWES) in 1973. The scheme exposes students to industry based skills necessary for a smooth transmission from the class room to the word of work. It affords student of tertiary institutions the opportunity of being familiarized and exposed to the needed experience in handing machinery and equipment which are usually not available in the educational institutions and enable them develop occupational competencies so that they can readily contribute their quote to national economic and technologies development after graduation.
ORGANIZATION AND OPERATION OF SIWES
The organization of the students’ industrial work experience scheme (SIWES) involves many stake holders as follows:
	Federal Government (Federal Ministry of Commerce and Industry)
· Industrial training fund (SIWES DIVISION)
· Supervising/Regulating Agencies (NUC, NBTE, NCCE)
· Industry/Employers (NECA, NACCIMA, MAN, Government Establishments)
· Tertiary Institution (Universities, Polytechnic colleges of education) and 
· Student Trainees (Engineering, Science, Technology, NCE Technical).
SIWES is operated as joint ventures through the contributory activities of the stake holders identified above. The roles of the various stake holders are:
The Federal Government (F) funds the scheme through the Federal Ministry of commerce and industry (FMCS & I). It also laid down broad politics and guidelines that govern the scheme.
The industrial training fund (ITF) parastatal of the Federal Ministry commerce of industry is responsible for the overall management of the scheme in collaboration with other stakeholders 
· The Regulating/Supervising Agencies (NUC, NBTE, and NCCE) who regulate the tertiary institutions on behalf of the Federal Government to ensure that the guidelines of the operations of SIWES are followed by the institutions.
· Employers, members of the organized private sector (OPS) and Government Establishments, are the ultimate beneficiaries of SIWES since they depend on the national pool of technical skills for the operation and maintenance of their resources. They are required to provide places of industrial attachment for SIWES participants.
· Tertiary institutions are the primary beneficiaries of SIWES since the scheme contributes to enhancing the quality of their products. They carry out the implementation of SIWES. The institutions relate directly with all other stake holders except Federal Government.
· The students are the direct beneficiaries of SIWES since they are the recipients of the training provided through the scheme. In fact, the activities of all other stakeholder with respect of SIWES are geared towards ensuring relevant production skills (RPSS) before graduation, consequently, eligible students are required to participate in SIWES.
· In addition, an organ known as the chief Executives forum and comprising the chief Executives of ITF, NUC, NBTE, NCC and the OPS, is responsible for formulation of policies for the effective management and implementation of SIWES at the national level. 
While all the stakeholders are involved in the operation of the scheme, the key actors or major players directly involved in the implementation of the scheme are the students, the employers and the institutions. 
Other stakeholders have largely a lesser role or involvement with the actual training process (mate 2009)
The students, employers and the institution are the three actors in SIWES implementation. 
Consequently, SIWES is a planned and structured program based on stated and specific career objectives which are geared toward developing the occupational competencies of participating students.
OBJECTIVES OF SIWES
The industrial training fund’s policy document No. 1 of 1973 (ITF, 1973) which established SIWES outlined the objectives of the scheme. 
The objectives are to:
· Provide an avenue for students in institutions of higher learning to acquire industrial skills are experience during; prepare students for industrial work situations that they are likely to meet after, graduation.
· Expose students to work methods and techniques in handling equipment and machinery that may not be available in their institutions.
· Make the transition from school to the world of work easier and enhance students’ contacts for later job placements.
· Provide students with the opportunities to apply their educational knowledge in real work situations, thereby bridging the gap between theory and practice.
· Enlist and strengthen employers’ involvement in the entire educational process through SIWES.


CHAPTER TWO
2.0	LOCATION AND BRIEF HISTORY OF GLOBAL LINK MANAGEMENT
HISTORICAL BACKGROUND OF TOMATS INN SUITE
Loy Hote is a prestigious hotel located in a serene and secure environment within 21, Olorunwa Street, Agbado Station, Ogun State. The hotel offers guests a good view of the city, overlooking both the business district and the fresh green residential area, providing a sense of soothing calmness. 
The hotel operates with 24-hour electricity, and all guests have access to Wi-Fi internet in their rooms. The rooms are spacious, with large beds suitable for two adults. 
Its reputation as a prestigious establishment in Abeokuta suggests a commitment to quality service and guest satisfaction. For more detailed historical information, you might consider contacting the hotel directly or visiting their official website, if available.


ORGANIZATION CHART OF TOMATS INN SUITE
The organization chat of Loy Hotel is about Four layers which are as thus:





DEPARTMENT SIWES IS BEING CARRIED OUT
CHAPTER THREE
REPORT ON WORK ACTUALLY CARRIED OUT WITH CLEAR STATEMENT
3.1	STOCK TAKING AND STOCK CONTROL
· Stock Taking refers to the process of physically counting and verifying the quantity and condition of items in inventory at a specific time. It helps in identifying discrepancies, preventing theft, and ensuring accurate financial records.
· Stock Control involves managing inventory levels efficiently to ensure that there are enough materials or products to meet demand while minimizing waste and storage costs. It includes ordering, storing, tracking, and replenishing stock.
Requirements for Effective Stock Control
1. Accurate Record Keeping – Maintaining up-to-date records of stock movements.
2. Regular Stock Audits – Conducting periodic physical counts.
3. Technology & Software – Using inventory management systems.
4. Efficient Reordering System – Setting reorder levels to prevent shortages.
5. Security Measures – Preventing theft and damage.
6. Trained Personnel – Ensuring staff understand stock management processes.
Personnel Management
Personnel management involves the recruitment, training, development, and welfare of employees in an organization. It focuses on maintaining good employer-employee relationships to improve productivity.
Time Management
Time management refers to the process of planning and organizing how to divide time effectively between different tasks to increase efficiency, productivity, and reduce stress. It involves setting priorities, avoiding procrastination, and using tools like schedules and to-do lists.
Staffing and Recruitment
Staffing and recruitment are the processes of attracting, selecting, and hiring the right candidates for job positions within an organization. It includes job posting, interviews, background checks, and onboarding.
Role of a Manager
A manager is responsible for planning, organizing, leading, and controlling resources to achieve organizational goals. Their roles include:
· Setting objectives and ensuring targets are met.
· Managing teams and assigning tasks.
· Ensuring smooth workflow and resolving conflicts.
· Making decisions that improve productivity and efficiency.
Functions of a Manager
1. Planning – Setting goals and outlining strategies.
2. Organizing – Allocating resources and assigning roles.
3. Leading – Motivating and guiding employees.
4. Controlling – Monitoring performance and making adjustments.
5. Coordinating – Ensuring all departments work towards common goals.
3.2	MICROSOFT EXCEL 
How to Use Microsoft Excel to Input Customer Data
1. Open Excel
· Click on the Excel icon to open the application.
· Select Blank Workbook to start a new sheet.
2. Create Column Headings
· In Row 1, enter column headers like:
· A1: Customer ID
· B1: Name
· C1: Phone Number
· D1: Email Address
· E1: Address
3. Enter Customer Details
· Start from Row 2 and type customer details under each column.
4. Format the Data
· Select the column (e.g., Phone Number) and format it as Text to avoid number errors.
5. Save the File
· Click File → Save As
· Choose a location and save as Excel Workbook (.xlsx)
How to Use Microsoft Excel to Input Goods Data
1. Open a New Workbook
· Click Blank Workbook in Excel.
2. Create Columns for Goods Information
· Example column headers:
· A1: Product ID
· B1: Product Name
· C1: Category
· D1: Quantity
· E1: Unit Price
· F1: Total Price
3. Enter Goods Data
· Input details under each column.
· Example:
· A2: 101
· B2: Laptop
· C2: Electronics
· D2: 10
· E2: 200,000
· F2: =D2*E2 (Auto-calculates total price)
4. Apply Formatting
· Select Currency Format for prices.
· Use Data Validation to restrict input values if needed.
5. Save the File
· Click File → Save As, then save it as Excel Workbook (.xlsx)
Types of Application Packages and How to Use Them
1. Microsoft Word (Word Processing Application)
· Use: Used for creating, editing, formatting, and printing documents like letters, reports, and articles.
· Common Features:
· Typing and editing text
· Formatting fonts, paragraphs, and styles
· Inserting images, tables, and charts
· Spell check and grammar correction
· Saving and printing documents
· Requirements:
· Operating System: Windows 7/8/10/11 or macOS
· RAM: At least 2GB (4GB recommended)
· Storage: Minimum 4GB free space
· Microsoft Office installed
2. Microsoft Excel (Spreadsheet Application)
· Use: Used for data analysis, calculations, creating charts, and financial reports.
· Common Features:
· Data entry and organization
· Mathematical and statistical calculations
· Use of formulas and functions
· Graphs and chart creation
· Pivot tables for data analysis
· Requirements:
· Operating System: Windows 7/8/10/11 or macOS
· RAM: At least 2GB (4GB recommended)
· Storage: Minimum 4GB free space
· Microsoft Office installed
3. Microsoft PowerPoint (Presentation Application)
· Use: Used for creating slide-based presentations with multimedia content.
· Common Features:
· Slide creation and design
· Adding text, images, videos, and animations
· Slide transitions and effects
· Presenting in slideshow mode
· Exporting to PDF or video format
· Requirements:
· Operating System: Windows 7/8/10/11 or macOS
· RAM: At least 2GB (4GB recommended)
· Storage: Minimum 4GB free space
· Microsoft Office installed
4. Micro Excel (Lightweight Spreadsheet Application)
· Use: A smaller version of Excel, used for basic spreadsheet tasks and data calculations.
· Common Features:
· Basic data entry and calculations
· Simple formulas and functions
· Basic chart creation
· Lightweight and fast performance
· Requirements:
· Operating System: Windows or macOS
· RAM: At least 1GB
· Storage: Minimum 2GB free space
3.3	HOW TO OPEN AND SEND MAIL TO CUSTOMER 
How can brands craft an email that customers will actually open and read? Here are five tips.
1. Have A Voice. What makes your company unique? How do you communicate that message? Find a voice for your brand emails that stands out from the competition. It could be the voice of a snarky friend, a subject matter expert or the person who always has the best deals. Make it something your customers want to read and be consistent with the voice across all emails. Streamline your emails and optimize them for mobile. Mobile opens account for 46% of all email opens.
2. Focus On Quality Over Quantity. The most common reason consumers unsubscribe from brand emails is because they receive too many. Instead of inundating customers with multiple emails a day, make fewer emails count more. One email a week that connects with customers is better than three emails a day that are repetitive and irrelevant. Be strategic with your emails and use them to make customers’ lives better, not more complicated.
3. Segment And Personalize. Not everyone on your mailing list needs to (or should) receive the same email. Leverage data to understand customers and segment them based on demographics, purchase history and preferences. Personalization is more than just plugging a customer’s name into an empty field—it’s crafting a message that is useful and meaningful to them. An email targeted to a certain demographic of repeat female customers is more likely to be opened than a mass message because it connects to the customer and is personalized. Marketers who use segmented campaigns have seen as much as a 760% increase in revenue.
4. Make It Timely. Some of the most opened emails are tied to actions and have behavioral triggers, especially abandoned carts. A staggering 45% of cart abandonment emails are opened, far above any other type of email. Customers are much more likely to open emails that are beneficial for them, such as an offer for that day only or a deal they can’t get anywhere else. Tie in emails to current events, seasonal activities, holidays and birthdays.
5. Get Feedback. Customers have opinions about what they want to see in their email, so ask them. Get their feedback of what they are looking for in brand communication, how often they want to be contacted and what would improve the experience. Many companies allow their customers to personalize their email preferences so they only receive certain types of messages. Simple forms or surveys can help brands continually improve their email strategy to best connect with customers.
To create a stock of goods in a computer system, follow these steps:
1. Choose a Stock Management System
You can use:
· Excel or Google Sheets (for small businesses)
· Inventory Management Software (e.g., QuickBooks, Zoho Inventory, Odoo, or a custom-built system)
· Point of Sale (POS) System (if you are running a retail business)
2. Set Up Your Inventory Database
Create a structured format in your system with key fields such as:
· Item Name (e.g., HP Laptop, A4 Paper)
· Stock Keeping Unit (SKU) (Unique identifier for each product)
· Category (e.g., Electronics, Stationery)
· Quantity in Stock (e.g., 50 units)
· Reorder Level (e.g., Minimum stock before reordering)
· Supplier Details (e.g., Name, Contact)
· Cost Price & Selling Price (For profit calculation)
· Date of Entry & Last Update (For tracking stock changes)
3. Input Initial Stock Data
· Manually enter product details if using Excel or a simple database.
· Use barcode scanning or import CSV files for bulk entry in inventory software.
4. Update Stock in Real-Time
· Record Purchases: Add new stock when you buy goods.
· Track Sales: Deduct stock when items are sold.
· Monitor Returns & Damages: Adjust stock levels for defective or returned goods.
5. Automate Stock Management
· Set up alerts for low-stock levels.
· Use barcode scanning for faster check-ins and check-outs.
· Integrate sales and inventory systems to sync stock levels automatically.
6. Generate Reports & Analyze Stock
· Stock Valuation Reports (Know the total worth of stock)
· Stock Movement Reports (Track fast-moving and slow-moving items)
· Reorder Reports (Know when to restock)
THE FRONT OFFICE
Front Desk is a very important department in the hotel, making direct contact with guests. The Front Office is also called the nerve centre of a hotel. It can be defined as a front of the housing department located around the foyer and the lobby area of a hospitality property
The front office in the hotel industry, also called the reception area, which the receptionist is the one who get in touch with the customers, most importantly, confirm their reservation and answering their questions. The receptionist in the front office will pick up phone calls from customers too, welcome customers and also help customers checking out at last.
Some Of Items That Can Be Found In The Front Office/ Reception Are:
· Reception Desk (Counter)
· Computer with internet connection.
· Printer.
· Telephone.
· Software for Computer reservation system.
· Cash register. 
· Credit card machine for Card payment machine. [image: C:\Users\PC\AppData\Local\Microsoft\Windows\INetCache\Content.Word\reception 1.png]THEFIG 5: A TYPICAL FRONT OFFICE 


PRICE TARIFF OF LOY HOTEL
The Price tariff of Fresh hotel per night is as follows:
Deluxe Standard 			N17, 500
Standard Room				N 8,990
Citadel					N 35,050
Premium Exclusive			N 38,550
Executive Suite				N 43,700
Family Suite				N 36,800
Alcazer Suite 				N 49,000
Fortress					N 27,300 
CHALLENGES
Despite the fact that I enjoyed the SIWES programme, there were challenges encountered during the programme. These include; transportation challenges (transport fare and traffic conjection) generating story ideas, and most challenging is going to Ganmo with the production crew where the news is been broadcasted.
CHAPTER FOUR
SUMMARY, RECOMMENDATION AND CONCLUSION
4.1	CHALENGES ENCOUNTERED 
	The programme was requiring more than usually expected, especially great patient effort and skills. The challenges was finance: owing to the fact that the organization does not give me any grant of financial support, transportation became a major source of expenditure. I never encounter any difficulties based on my programme, they monitor and taught me what I needed to know and I put them into practice. It wasn’t an easy task to undergo, only God in Heaven saw me through.
The success of my training is undisputed, but it was not devoid of rough edges. I experienced some challenges, among these are:
· The issue of expensive transportation was the problem of transportation because my place of attachment was a little bit far from my.
· The bureaucratic system is rigid and before things are done its takes so much time. This affected the conducive working environment for the members of staff in that whenever machines are bad and need repairs it takes so much time before it gets attended to. This system made work so tedious and cumbersome.
Lastly the issue of industrial base I was unable to get in touch with my survive till I ended my program which gave me a lot of worry and concern.


4.2	SUGGESTION TO IMPROVEMENT OF THE SCHEME
I suggested that polytechnic should make Siwes compulsory for every students so that it will make them perfect in practical aspect in their study. 
· Visiting of students during the program should be ensured by the ITF 
· Students should be paid their allowance on time to ensure motivation
· Selection of placement should not be left to students. Polytechnics should make a means of allocating students to related companies
· Seminars should be organized for establishments to acquaint them with their roles towards students on training
· Government should participate fully in the provision of equipment in the placement centers
4.3	RECOMMENDATION
Early approved of Siwes report is the most important factor to be considered by the polytechnic authority because the siwes might need a huge amount of money which the students might not be able to get as once and also to avoid delayed of the siwes.
Unstable power supply is another major problem encountered during the construction of the siwes.
Finally, I will appeal to the polytechnic that school should before to use any of the technological tools during course of study. In as such that such tools can not cause damage to them.


4.4	CONCLUSION
My three month student industrial work experience scheme with Loy Hotel has been one of the most interesting, productive and instructive experience in my life. Through this training. I have gained new insight and more comprehensive understanding about the real industrial working condition and practice; it has also improved my soft and functional skills. All these valuable experiences and knowledge’s that I have gained were not only acquired through the direct involvement in task but also through other aspects of the training such as:  work observation, interaction with colleagues, superior and other people related to the field.
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