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ABSTRACT
The Student Industrial Work Experience Scheme (SIWES) is an essential component of tertiary education in Nigeria, designed to provide students with practical experience relevant to their field of study. This report details the SIWES training undertaken at Overcomer Computer Institution, Lagos State, for eight weeks. The training covered key areas in business administration, including office management, customer relations, digital marketing, financial record-keeping, and computer-based operations. The experience gained during the training significantly enhanced my practical knowledge, bridging the gap between theoretical concepts and real-world applications. This report documents the training period, including organizational background, technical experience, challenges faced, and recommendations for future improvements.
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
The Student Industrial Work Experience Scheme (SIWES) was established to provide students with hands-on training and exposure to real-world work environments. Business administration is a broad field that requires practical understanding, and SIWES enables students to gain experience in office management, customer relations, and financial operations. This report provides an in-depth analysis of my industrial training experience at Overcomer Computer Institution, where I applied business administration theories to practical scenarios in a professional setting.
1.2 Objectives of the Training
The objectives of the SIWES training at Overcomer Computer Institution were:
· To gain practical experience in business operations and office administration.
· To understand customer service management and relations.
· To develop skills in digital marketing and communication.
· To improve financial record-keeping and business documentation.
· [bookmark: _GoBack]To enhance my ability to analyze business growth and operational effectiveness.
1.3 Significance of the Training
The training was significant because it provided an opportunity to bridge the gap between theoretical knowledge and practical application. By engaging in real-world business activities, I was able to improve my administrative skills, customer relations, and digital marketing expertise. The knowledge acquired will be beneficial for future career prospects in business administration.



CHAPTER TWO
BACKGROUND INFORMATION ON THE ORGANIZATION
2.1 Overview of Overcomer Computer Institution
Overcomer Computer Institution is a reputable computer training and business service center specializing in digital literacy, office management training, and ICT-related services. The organization is known for its commitment to quality education and professional business support services.
2.2 Vision and Mission
Vision: To be a leading institution in digital education and business solutions, providing innovative training to students and professionals.
Mission: To equip individuals with essential ICT and business administration skills that enhance productivity and career development.
2.3 Organizational Structure
The institution is structured into various departments, including:
· Training Department: Focuses on ICT training, software applications, and business education.
· Business Services Department: Handles customer inquiries, office documentation, and printing services.
· Digital Marketing Unit: Manages social media campaigns, advertisements, and online promotions.
· Finance and Administration: Oversees financial management, record-keeping, and operational efficiency.


CHAPTER THREE
TECHNICAL TRAINING EXPERIENCE
3.1	WEEK BY WEEK EXPERIENCE
Week 1: Orientation and Familiarization
The initial week of my Student Industrial Work Experience Scheme (SIWES) training was dedicated to orientation and familiarization with the organization. During this period, I was introduced to the different departments within the establishment and provided with a comprehensive overview of the company’s policies, operational guidelines, and workflow structures. I had the opportunity to observe the daily operations and interact with staff members, gaining insight into the fundamental aspects of office administration and customer service management. This exposure helped me understand the professional expectations within the organization and prepared me for the subsequent weeks of practical training.
Week 2: Customer Service and Office Management
In the second week, I received training in customer service and office management. My responsibilities included handling customer inquiries, assisting with administrative duties, and organizing office files. I was taught how to communicate effectively with clients, respond to complaints professionally, and ensure customer satisfaction. Additionally, I was involved in scheduling appointments and managing office records, which enhanced my organizational and time management skills. This week provided me with firsthand experience in dealing with clients and maintaining a well-structured administrative environment.
Week 3: Digital Marketing and Social Media Management
The third week of my training was focused on digital marketing strategies and social media management. I learned about various online promotional techniques used to enhance business visibility. I was trained on how to create and schedule social media posts, engage with audiences, and analyze engagement metrics to determine the effectiveness of marketing campaigns. Additionally, I assisted in developing strategies aimed at increasing brand awareness and customer engagement. This training helped me understand the significance of digital platforms in modern business operations and marketing.
Week 4: Financial Record-Keeping and Documentation
During the fourth week, I was introduced to financial record-keeping and documentation processes. My tasks included tracking payments, issuing receipts, and maintaining proper financial records. I was trained on the principles of business finance management, including income and expenditure tracking, financial reporting, and the importance of accurate documentation. This experience provided me with a foundational understanding of financial accountability and the significance of maintaining precise financial records in business operations.
Week 5: ICT Training and Computer Operations
In the fifth week, I participated in Information and Communication Technology (ICT) training, which involved learning various software applications and computer operations. I was introduced to Microsoft Office Suite (including Word, Excel, and PowerPoint) for document processing and data management. Additionally, I gained practical experience using CorelDRAW for graphic design and basic coding for web development. Furthermore, I assisted in organizing ICT training sessions for students, which improved my ability to communicate technical concepts effectively. This week significantly enhanced my proficiency in computer applications and broadened my understanding of ICT in business operations.
Week 6: Practical Business Services and Printing Operations
The sixth week of my training was centered on practical business services, particularly printing and document processing operations. I was actively involved in handling printing, scanning, and photocopying tasks for clients. I learned how to operate business service machines and ensure quality control in document production. Additionally, I gained insights into customer preferences and how to deliver satisfactory services efficiently. This hands-on experience provided me with practical knowledge of business support services and customer relations.
Week 7: Review of Business Strategies
During the seventh week, I was assigned to assess business performance reports and evaluate the effectiveness of past strategies. I analyzed business growth trends, identified areas for improvement, and made recommendations for operational enhancements. This exercise allowed me to understand the importance of strategic planning in business and how data-driven decisions contribute to organizational growth. I also participated in brainstorming sessions where innovative ideas were discussed to enhance service delivery and operational efficiency.
Week 8: Evaluation and Report Compilation
The final week of my training was dedicated to evaluating my overall experience and compiling my SIWES report. I received constructive feedback from my supervisors regarding my performance throughout the training period. I also documented the skills and knowledge I had acquired, highlighting key areas of growth and improvement. This report served as a reflection of my learning journey and provided insights into how I could apply the acquired knowledge in future professional endeavors. The completion of this phase marked the conclusion of my SIWES training, equipping me with valuable practical skills and industry exposure.


CHAPTER FOUR
SUMMARY, RECOMMENDATIONS, AND CONCLUSION
4.1	Summary
My SIWES training at Overcomer Computer Institution provided me with valuable hands-on experience in various aspects of business administration. I gained practical knowledge in office management, customer service, financial record-keeping, and digital marketing. Each week was filled with learning opportunities that allowed me to apply theoretical concepts in a real-world setting.
4.2	Conclusion
Overall, my SIWES experience was enriching and insightful. The skills acquired will be instrumental in my future career as a business administrator. The practical knowledge gained has enhanced my ability to understand and implement business strategies effectively.
4.3	Recommendations
1. Institutions should provide structured training programs for SIWES students.
2. More exposure to advanced business management software should be provided.
3. Interns should be involved in strategic decision-making processes.
4. Hands-on digital marketing and communication exercises should be conducted.
5. Organizations should allocate mentors to guide students.
6. Customer service skills training should be emphasized.
7. Feedback sessions should be conducted regularly.
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