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ABSTRACT
This report holds a review of the Student Industrial Work Experience Scheme (S.I.W.E.S), at Self Reliance Economic Advancement, Ilorin Kwara State. The nature of this report spans the duration and findings during the program, including duties of an administrative office in the Secret Registry, daily activities and procedures through which files are received, record and documentation.
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CHAPTER ONE
1.1 . INTRODUCTION
	This report was written in respect to the Industrial Training (IT) program undergone.  It examines the activities carried out during the program as regard to the duties and responsibilities undertaken by my department.
This program was incorporated and funded by the Industrial Training Fund (ITF) jointly coordinated by Student Industrial Work Experience Scheme (SIWES), for the acquisition of skills and added values to students of various institutions.
In the course of the program, I was meant to understand the verse responsibilities and duties of Self Reliance Economic Advancement, Ilorin Kwara State. with the flow of command which is majorly bureaucratic (a procedure of performing a task in consideration of the laid down rules and regulation). It also induce in me the knowledge of chain of command is important and to have someone under-checking your performance and coaching you on a more positive aspect of carrying out all paper works.  
1.2  ABOUT INDUSTRIAL TRAINING FUND (ITF)
	In October 1971, the Federal Government established the Industrial Training Fund (I.T.F). In its policy statement No.1 published in 1973, a clause was inserted dealing with the issue of practical skills among the locally trained professionals in the tertiary institutions especially the universities of technology, polytechnics, colleges of education and technical colleges. 
	Hence, Section 15 of the policy statement states clearly that “Great emphasis will be placed on assisting certain products of the post-secondary school system to adapt or orientate easily to their possible post-graduation job environments”, subsequently leading to the launch of a scheme known as Student’s Industrial Work Experience Scheme (SIWES).

1.3  BRIEF HISTORY OF S.I.W.E.S
SIWES (Student industrial work experience scheme) was established by ITF in 1973 to solve the problem of lack of adequate skills by graduating student in the industrial world. The scheme exposes students to industry based skills necessary for an easy transition from the classroom to the industrial world.
Participation in SIWES has become a necessary pre-condition for the award of diploma and degree certificates in specific disciplines in most institutions of the higher leaning in the country, in accordance with the education policy of government.
Operators of SIWES include: the ITF, the coordinating agencies; NUC, NCCE, NBTE, employers of labour and the various institutions. The SIWES program is funded by the Federal Government of Nigeria.
1.4  OBJECTIVES OF SIWES 
1. SIWES provides the avenue for students in institutions of higher learning to acquire industrial skills and experiences in their course of study.
2. Prepare the students for the industrial work situation they’re likely to meet after graduation.
3. Expose students to work method and techniques in handling equipment and machinery that may not be available in their institutions.
4. Make the transition from school to the world of work easier and enhance students contact for later job placement.
5. SIWES provides students with an opportunity to apply their knowledge in real work situations thereby bridging the gap between theory and practice.










CHAPTER TWO
2.1 . OVERVIEW OF SELF RELIANCE ECONOMIC ADVANCEMENT, ILORIN KWARA STATE. 
Self Reliance Economic Advancement Programme (SEAP) is a business oriented, non-profit sharing, non-political, non-religious and Non-Governmental Organization (NGO) which started operations in 1998 with voluntary membership but was officially registered in 2000. SEAP seeks to promote sustainable livelihood for the less privileged in the society. SEAP is dedicated primarily to economic empowerment of the under privileged, capacity building and improvement of the socio-economic condition of the poor. SEAP is a committed organization to the promotion of SME in Nigeria. SEAP has long being playing a pivotal role for small and medium-sized enterprises in the consolidation of viable market-oriented enterprise structure. SEAP is an organization called and ordained by God to be tool in His hand for the up-liftment of the underprivileged in our society. God has used SEAP to lift thousands from grass to grace, failure to success and from poverty and defeat to a life of riches and triumph. Globally SEAP has affected so many lives across 21 states in the country (Nigeria). The organization currently has about 500,000 active savers and about 400,000 active borrowers who were among the poorest when they took their first loan. SEAP is a committed organization to the promotion of SME in Nigeria. SEAP has long being playing a pivotal role for small and medium-sized enterprises in the consolidation of viable market-oriented enterprise structure. We have branches across 23 states of the country (Nigeria) with over 483,000 active savers and about 400,000 active borrowers who were among the poorest when they took their first loan.

2.2. 	COMPONENT UNIT OF ELF RELIANCE ECONOMIC ADVANCEMENT, ILORIN KWARA STATE
The company different departments:
i. Administration
ii. Finance
iii. Development
However, each department has its functions:-
i. Administration department is in charge of the followings:
a. Appropriations/ employments
b. Confirmations
c. Discipline
d. Promotion and host of others
ii. Finance department is in charge of the followings:
a. Monetary aspects of the company 
b. Issuance of receipts
c. Collation of all payments and a host of others



 
2.3 ORGANOGRAM OF THE ORGANISATION 
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CHAPTER THREE
3.1 ASSIGNMENT CARRIED OUT BY THE STUDENT DURING THE INDUSTRIAL PERIOD 
During my industrial attachment period, I was opportune to work in the department of general administration under the unit of Self Reliance Economic Advancement, Ilorin Kwara State. The department of general administration  is a department which is set aside for administrative function as an administrator. These are some of the basic knowledge in which I acquired from the department of general administration as an administrator; 
· Identification of loan and type of loan method
· Function of loan
· Meaning and identification of collateral security 
· The benefit of lending
· Consideration of loan model 
· Loan pricing and pricing model of Nigeria microfinance bank 
· Short, medium and long term loan 
· Sources of Finance available to firms . 
· Government Policies on microfinance enterprises. 
3.2	PROBLEMS ENCOUNTERED 
The major problems encountered during my attachment are as follows: 
Lack of allowance to enable me transport myself to the office during working days. The long distance between my place of attachment and home, made me to pay high for transportation. The high cost of living in this place of attachment 
3.3	PROSPECTS 
In-spite of the work of various department of the company, I have noticed critically the area of problems and possible solutions to be adopted by these department as regard the problem of inadequate infrastructure facilities such as pipe bore water, electricity and other allowances should be paid accordingly. In addition, high cost of feeding and accommodation should be reduced in other to motivate the students on attachment.











CHAPTER FOUR
4.1     KNOWLEDGE ACQUIRED DURING SERVICE 
The major knowledge acquired is that in Self Reliance Economic Advancement, Ilorin Kwara State is that hierarchy is duly recognized and there are strict rules and regulation in carrying out a function i.e it should be in accordance with the laid down rules of Public Service Rules (PSR)
Secondly, manual filing system is still appreciated in our society despite the technological advancement 
Lastly cordial communication of ideas improves the working and learning speed of each staffs. 
4.2     PROBLEMS ENCOUNTERED 	
As this department play some essential to the organization, some of the problem adhere to it are as follows:
1. The department was over staffed which cause some of the officers to be idle
2. The department now sees the commission as a place concerned with their own personal business neglecting the affairs of the government 
3. Late coming of some staffs of the department 
4. Lack of stationery to carried out the organization duties 
5. Sleeping on duty 
6. Absence from duty without leave
7. Filing system which an essential part in the department was carelessly handed
8. Misplacement of officers file
4.3     PROPOSED SOLUTION TO ENCOUNTERED PROBLEMS
1. All officers should be treated equally and duly discipline should be given in accordance of the Public Services Rules 
2. The organization should employed competent and ready minded staff
3. Provision of stationeries when required 
4. Office cabinet should be made available and damaged ones should be replaced 













CHAPTER FIVE
5.1      RECOMMENDATIONS 
The experience I had in Self Reliance Economic Advancement, Ilorin Kwara State has posed me to recommend the following should to implemented 
1. SIWES student should be given access to the organization history 
2. Proper orientation should be given to any SIWES student 
3. Supervision of the student in accordance of is been done and what he/she learn for that day
4. SIWES student should be posted to the department base on their field of study
5.2      CONCLUSION 
Finance is the life wire of every organization just as the head perform crucial function in the body. It houses all the information and documents which are valuable for effective decision-making and references.
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