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CHAPTER ONE
INTRODUCTION
1.1 Background
The S.I.W.E.S. was launched in 1973 by the Industrial Training Fund (I.T.F) as a programme designed to impart the undergraduate of the nation’s tertiary institutions studying various professional courses with the practical methods of performing professional functions to real life situations on site, in the office or even the factory and how they apply themselves mentally, intellectually and physically in relation to what they have been taught in the classrooms theoretically. It works with the following professional bodies to function effectively across the tertiary institutions nationwide. These are the Nigeria University Commission (N.U.C), National Board for Technical Education (N.B.T.E.) and the National Commission for Colleges of Education (N.C.C.E.). Thus, equipping the students with the necessary skills and technical knowledge to make them highly competitive and professional individuals in the Labour Market
The scheme as conducted by the Industrial Training Fund (I.T.F) through their representative liaison units and offices situated within the various institution and in major cities or towns in Nigeria with the necessary industrial rudiments needed to corroborate, practicalize and then actualize the required technical knowledge. The Industrial Training experience not only puts them in real life situations buts also exposes their practical knowledge of the course of study, consequently perfecting this knowledge thereby producing very competent and versatile professionals.
1.2	Aim and Objective of SIWES
The aim of S.I.W.E.S is to bridge the gap between the level of knowledge acquired in tertiary institutions and the practical application of such knowledge in the field of work.
The Objectives are:
· To provide an avenue for students in industries of higher learning to acquire industrial skills and experience in their course of study.
· To prepare students for the work situations they are to meet after graduation.
· To expose students to work methods and techniques in handling equipment and machinery that may not available in the educational institution.
· To make transition from school to the world of work easier and enhance students contact for later job placements.
· To improve student’s interpersonal relationship with others in their field.
· To prove students an opportunity to apply his/her knowledge in real work situation, thereby bridging the gap between college work and actual practice


CHAPTER TWO
DESCRIPTION OF THE ESTABLISHMENT OF ATTACHMENT
2.1	Location and Brief History of Akinmuj Interlink Global Concept
LOCATION OF DE-SUCCESS I.C.T CENTER
No 212, Awolowo Way, Oke-Bola, Ibadan, Oyo State.
[bookmark: _Toc62490330]A BRIEF HISTORY OF DE-SUCCESS I.C.T CENTER
Akinmuj Interlink Global Concept is a travel agency based in Nigeria, specializing in providing comprehensive travel services, including flight bookings, hotel reservations, tour packages, visa assistance, and customized travel planning for both domestic and international clients. The agency caters to a diverse clientele, including individual travelers, families, corporate clients, and groups, aiming to offer convenient, affordable, and reliable travel solutions.
Akinmuj Interlink Global Concept has established itself as a reputable player in Nigeria's travel and tourism industry. The agency's commitment to delivering quality services aligns with the growing demand for professional travel management in the region, contributing to the enhancement of Nigeria's tourism sector.
Vision Statement
"We strive to be the go-to choice for seamless and memorable travel experiences, while contributing to the growth and development of the global tourism industry."
Mission Statement
          “We aim to ensure a seamless and enjoyable travel experience for our clients while fostering strong relationships based on trust, professionalism, and commitment to excellence in the travel and tourism industry.”
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ORGANIZATIONAL CHART OF DE-SUCCESS I.C.T
Chief Executive Officer (CEO)
|
-------------------------------------------------
|                                                 |
Operations Manager                                    Finance Manager
|                                                 |
------------------------------------              --------------------------
|                                  |           		  |                        |
Sales & Marketing Manager     Customer Service	 Manager      Accountant/Finance Team
|                                  |
Digital Marketing Team     Customer Service Reps

            |                    |
   	   Visa Manager        Tour & Travel Manager
    		        |                    |
    Visa Assistants      Travel Agents

2.4 Key Roles in the Organizational Chart
 Chief Executive Officer (CEO)
· Overall leadership and strategic direction.
 Operations Manager
· Oversees daily operations, travel bookings, and service quality.
 Sales & Marketing Department
· Sales & Marketing Manager: Oversees the acquisition of new clients, brand promotion, and relationship management.
· Digital Marketing Team: Handles online presence, social media, and online marketing.
 Customer Service Department
· Customer Service Manager: Manages client inquiries, complaints, and service standards.
· Customer Service Representatives: Front-line support interacting with customers.
 Finance Department
· Finance Manager: Oversees financial records, budgeting, and reporting.
· Accountants: Responsible for day-to-day financial transactions and financial record-keeping.
 Visa and Documentation Department
· Visa Manager: Manages visa processing and documentation services for clients.
· Visa Assistants: Support visa application and document preparation.
 Tour & Travel Planning Department
· Tour & Travel Manager: Organizes travel packages and creates customized itineraries.
· Travel Agents: Work directly with clients to create and plan travel experiences.



[bookmark: _GoBack]

CHAPTER THREE
ACTUAL WORK DONE WITH EXPERIENCE GAINED
3.1	Introduction 
During my time at the travel agency, I was involved in various tasks and activities related to business administration. Below is a breakdown of the key activities:
a. Customer Service and Interaction
· I assisted in answering phone calls and emails from clients inquiring about travel services.
· I helped customers with booking flights, hotels, and tour packages.
· I interacted with clients, providing them with information about available services, itineraries, and destinations.
· I ensured customer satisfaction by addressing concerns and assisting with modifications to travel plans.
b. Administrative Support
· I maintained and updated client records in the agency’s database, ensuring accuracy and completeness.
· I assisted in filing important travel documents, such as ticket receipts, travel itineraries, and passport copies.
· I managed office supplies and assisted in inventory management, ensuring that the agency had the necessary materials to operate smoothly.
c. Financial Management
· I was involved in processing payments for travel bookings, ensuring that financial transactions were recorded accurately.
· I assisted in preparing financial reports and reconciling accounts to ensure that all payments matched the services rendered.
d. Marketing and Promotion
· I helped in promoting the agency’s services by drafting promotional content for social media and email marketing campaigns.
· I assisted in organizing events to attract new clients and enhance the agency’s visibility in the local market.
e. Coordination and Travel Arrangements
· I coordinated with airlines, hotels, and tour operators to confirm bookings for clients.
· I helped ensure that all travel arrangements, including visa processing, were completed within the required timeframes.





CHAPTER FOUR
4.1	Skills Gained and Development
Throughout my internship, I gained valuable skills in business administration that are essential in the travel industry. These include:
· Communication Skills: Engaging with clients and colleagues helped improve my written and verbal communication.
· Customer Relationship Management: I learned the importance of building and maintaining strong client relationships to encourage repeat business.
· Problem-Solving Skills: I learned how to handle unexpected issues such as flight cancellations and booking changes and how to provide swift solutions to ensure customer satisfaction.
· Time Management: I gained a better understanding of prioritizing tasks and managing time effectively to meet deadlines, especially when handling multiple travel bookings simultaneously.
· Financial Management: My involvement in financial transactions helped me develop an understanding of managing financial records and ensuring accurate bookkeeping.
· Teamwork: I worked closely with colleagues, sharing tasks and collaborating to meet client expectations and complete projects efficiently.



CHAPTER FIVE
SUMMARY CONCLUSION AND RECOMMENDATION 
5.0		SUMMARY OF ATTACHMENT ACTIVITIES
This is a complete report of an industrial training program carried out during my SIWES (Sept – Dec, 2024) at Akinmuj Interlink Global Concept. 
The experience gained has given me a sound knowledge on business administration in general which has helped prepare me for the future work.
5.1		CHALLENGES ENCOUNTERED
During the internship, I encountered a few challenges, including:
· Handling Multiple Client Requests: At times, the agency would receive several requests simultaneously, which required multitasking and careful time management to ensure no clients were neglected.
· Managing Unexpected Changes: Flight cancellations, weather disruptions, and changes in client itineraries were common, and it was often challenging to find quick solutions that satisfied customers while adhering to company policies.
· Understanding Complex Travel Regulations: The travel industry involves various regulations, especially when dealing with international travel and visa requirements. Learning to navigate these legalities was initially a challenge.
5.2	SUGGESTIONS FOR IMPROVEMENT OF THE SCHEME
· 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
· Visiting of students during the program should been sured by the ITF
· 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
5.3		CONCLUSION
The period has contributed immensely to my academic experience. Students Industrial Working Experience Scheme (SIWES) is an important program for all students. It helps in tackling the issue of unemployment amongst youth as it teaches us way to be independent. The exercise made me understood part of what is expected as a journalist in the practice. It helped groom my relationship skills especially in areas where team work are required and communicating with the staffs and students alike. It has exposed me to work ethics and routines.
The problems, if not tackled, will make it lose its usefulness and vitality notwithstanding the benefits of it.
Finally, I do hope the program will be improved so as to enhance manpower development and student’s skill in their respective field of study.
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