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CHAPTER ONE
INTRODUCTION
1.1  Background Of Study

Student Industrial Work Experience Scheme (SIWES) is one of the Industrial
Training Fund (ITF) programs which were introduced in 1974 due to the inability of
students in Nigeria universities and polytechnics to meet the practical aspects of their
training. That is, the needs to enable students match their theoretical school knowledge
with the practical aspect of their training in industry.

The program was designed for students of tertiary institutions with the aim of
exposing students that have acquired theoretical knowledge in the classrooms to the
practical exposure and experience. The scheme is a tripartite program, involving the
student, the university and the industry (Employer of labor). It is funded by the Federal
Government of Nigeria and jointly coordinated by the Industrial Training Fund (ITF) and
the National Universities Commission (NUC).

1.2  Brief History Of SIWES
In recognition of the shortcomings and weakness in the formation of graduates,
particularly with respect to acquisition of relevant production skills (RPSs), the Industrial
Training Fund (which was itself established in 1971 by decree 47) initiated the Students’
Industrial Work-experience Scheme (SIWES) in 1973. The scheme was designed to
expose students to the industrial environment and enable them develop occupational
competencies so that they can readily contribute their quota to national economic and
technological development after graduation. Consequently, SIWES is a planned and
structured program based on stated and specific career objectives which are geared
toward developing the occupational competencies of participants. Participation in SIWES
has become a necessary condition for the award of degrees and diplomas

The main thrust of ITF program and services is to stimulate human performance,
improve productivity, and induce value-added production in industry and commerce.

Through its SIWES and Vocational and Apprentice Training Program, the Fund also



builds capacity for graduates and youth self-employment, in the context of Small Scale

Industrialization, in the economy.

1.3  Aims and Objectives Of SIWES

The program was specially designed to carry out the following;

o Bridge the gap between theory and practical thereby giving students the opportunity
to apply their knowledge accurately.

o Expose students to what their professions entail.

o Improve inter-personal relationship skills of the students.

o Develop skills on practical knowledge



CHAPTER TWO
2.1.  DESCRIPTION OF THE ESTABLISHMENT OF ATTACHMENT

BRIEF HISTORY OF SRAPYARD AFRICA LIMITED

The company was founded by Mr. AbdulMuis Adeniyi Morhason, it started as a business
enterprises in 2019 and gained its licenses by 2021.
It is a business enterprises where selling of aluminium scraps and accessories take place

It has major department to carry out its objective. It is been managed by Mr kamil
Abimbola Adebayo.



CHAPTER THREE
3.2PURPOSE OF WORKING AT THE ORGANIZATION

| was trained in the administrative department of Scrapyard Africa where we sell basic

aluminium accessories and materials in exchange of the condemned aluminium and iron

| learned how the company should be managed and basically how to imply administrative

theory into the administration with the help of my supervisor

Introducing administrative resolution to solve Administrative conflicts among the

workers is also one of the things i was been taught in Scrapyard Africa

I was been taught how to manage a company with the basic features of management to

achieve a common goal or certain objective

Systematically, the use of electronic devices to keep all administrative records is been

taught in scrapyard Africa

Scrapyard Africa serves as a perfect place to learn and practice all the lesson been taught

in Kwara State Polytechnic, llorin



CHAPTER FOUR

4.1 DATA PROCESSING TECHNIQUES

There are three basic techniques of data processing

I.  Manual data processing

ii.  Electro- mechanical data processing
iii.  Electronic data processing
Manual data processing: this is the act of selecting text with the use of pen book and
human brain.
Electro- Mechanical Data processing: this is the act of selecting text with use electro-
mechanical devices such calculator, organizer, Pascal machine etc.
Electronic Data Processing: this is the act combining text with use of electronic device

such as computer.

. — NN O i

OPEN
Opencommandisinvoked to retrieve existing document file that has stored or saved in the

computer or any auxiliary storage device like diskette.
- Click file menu
- Click open
Then a dialog box appears on the screen. Which will display ail the existing files stored

in the computer? If the document to be is a diskette, must change where “my document”
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is printed on the dialog box to “3/> floppy” when the entire files name in the computer or
in the floppy diskette is display and the click the file name you wish to retrieve and click
open from the option buttons.

Close

Close is related document in the current window. If a document will be required in the
feature, it is advisable to save such document before you close it. When you invoked
close commend and the current document is not save the dialog box will show on the
screen requesting from the user “DO you want to save change to Document ” if you want
to save click “YES” and follow the necessary save procedure, if not, “NO” from the
option buttons.

- Click file menu

- Click close
rI"-.|'1i|:r|:|5,|:|1"t Office Word @
! ' Do you want to save the changes to Document2?
[ Yes ] | Mo | | Cancel |

SAVE
Save command enables you to store your active or current document into the computer or
into a diskette for the first time, it also update already save document.
PROCESS
- Click file menu
- Click save
- Adialog box appears on the screen demanding for the following information.
a. Where to save the document (my Document or 31/2 floppy A)
b. Click the file name space provided, then type the name you want for the
document.
c. Click on save from the option buttons after you have entered the necessary
information.
SAVE AS

- It is used to save a new document



- Itis used to rename a file

- ltis used to save document into another storage device
Save as command displays dialog box just as started under save command. It is never
used to update document because when it is invoked, it always display dialog box which

indicate a request for new arrangement for saving the current document.

) Save e =]

PAGE
Pagesetup command allows formatting the pages of your current document, and
performing the following operations.

- Set the document margins (Right, Left, Top and Bottom )

- Select the paper size (Letter, legal, A4 etc)

- Select paper orientation (Portrait or Landscape)

The above process is done through the following steps:

a.  Click file

b.  Click page setup

A dialog box appear on the screen which displays the following margins, paper size, and
paper orientation, select the appropriate stabs and setting and click “OK” from the

option buttons.



PAPER ORIENTATION

[ Page setup.
q

Marging | Paper | Layout

Marging
Tom: ] = Bottom: by =
Left: 106" = Right: 1.25" =
Gutter: [ = Gytter position: Left E

Orientation

Bortrait  Landscape
Pages

Multiple pages: Mormal E

Preview

Apply to: | Whele document E




CHAPTER FIVE
5.1 My Personal Impression About the Organization
Scrapyard Africa Limited, a very organized and educative organization which has
broading my horizon in the field of public administration and equally encourages both the
SIWES students and apprentices to be self-dependent and motivated. | can say that the
organization as a bright/promising future.
5.2 Recommendation to the Organization and to the Polytechnic Concerning the
SIWES Program
In view of the relevance of the SIWES program, it is important that it is sustained
by the government through the industrial training fund (ITF) as it exposes the student to
work tools, facilities and equipment that may not be available in their respective
institutions in relation to their course of study.
X3 To this end, | recommend that the following under-listed points should be
implemented.
X Students’ Industrial work Experience Scheme (SIWES) needs to be strengthened
by all concerned stakeholders in order for its objective to be full realized.
<> Regular monthly allowances for students on attachment should be paid promptly.
X Organizations should always accept students for SIWES and subsequently assign
them to relevant jobs.
<> It will be of great benefit if the institution can create a platform whereby student
can obtain Pre-SIWES knowledge or excursion programs, before the student
embark for general 4-Months Industrial Training Programme.
5.3 Interpersonal Relationship
My four (4) month SIWES programme at Scrapyard Africa Limited was much
educational because their staff was always ready to entertain every question and to
provide reasonable answers to them. In other words, the workers there were hard

working, reasonable and also good at clearing doubt.



54  Conclusion

This report has been able to X-ray an account of the entire work-experience
garnered by me during my SIWES program at Scrapyard Africa Limited which is a core
scheme in ITF and which is saddled with the responsibility of strengthening the effective
teaching and learning skill-based course such as Public Administration. | therefore
concluded that SIWES is of great benefit to students in tertiary institutions. It therefore
implies that the proper and effective administration of SIWES will go a long way in
boosting and enhancing the competencies of the workforce of the country. | also that
SIWES is confronted with series of challenges and this may have hindered the realization
of the goals and objectives of the scheme and it therefore needs to be given attention by

all concerned stakeholders.
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