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CHAPTER1:INTRODUCTION
Background
The Students Industrial Work Experience Scheme (SIWES) was established in Nigeria during the 1970s to bridge the gap between theoretical knowledge and practical application in tertiary education. It focuses on fields such as science, engineering, technology, and other technical disciplines. In 1971, the Nigerian government created the Industrial Training Fund (ITF) to address the need for students to gain practical experience and improve their employability. The ITF collaborated with tertiary institutions and industries to develop the SIWES program,whichaimedtomeettheincreasingdemandforskilledgraduatesinthe job market.
Since its introduction in 1974, SIWES has been a mandatory programfor students pursuing technical subjects. Its primary objective is to provide hands-on training andexposuretorealworkenvironments,complementingclassroomlearning.Over time, SIWES has expanded to include a wide range of disciplines, including information technology, business administration, and the social sciences. It has become an integral part of the curriculum in many Nigerian tertiary institutions, offeringstudentstheopportunitytoacquirepracticalexperienceandrelevantskills for their chosen fields. SIWES has continuously evolved to meet the changing needs of the job market and technological advancements.
Objectivesof theSIWESProgram
KnowledgeApplicationinPractice:Toempowerstudents toapplyideaslearnedin the classroom to actual organizational contexts.
SkillDevelopment:Tocultivatethemanagerial,administrative,andtechnical abilities necessary for the job.
IndustryExposure:Tointroducestudentstothestructureanddynamics ofthe industry, allowing them to understand workplace culture and expectations.
Networking Opportunities: To provide students with the chance to connect with industryprofessionals,whichcanleadtomentorshipandpotentialjobplacements after graduation.
Bridging Academia and Industry: By introducing students to industrial processes andtrends,educationalinstitutionscanestablishaconnectionwiththejobmarket.

ProfessionalDevelopment:Toinculcateinstudentsafeelingofdiscipline, professionalism, and teamwork.
SIWESGoalsRelatedtoPublicAdministration
AstudentofPublicAdministration,herearethespecificgoalsIhopedtoachieve as the SIWES program provided an opportunity to gain insights into how public sector organizations like NAMA operate:
Gainanunderstandingoforganizationalstructures:Learnaboutthehierarchical arrangements, decision-making procedures, and organizational structure of government agencies and institutions.
PolicyImplementation:DiscoverhowNAMAoverseestheeffectiveandefficient implementation of governmental policies and aviation rules.
Public Service Delivery: Gain knowledge of the difficulties encountered and the methodsusedtoprovideservicestothegeneralpublicandstakeholders,especially in the aviation industry.
Administrative Procedures: Take part in and observe administrativeduties like resourceallocation,correspondencemanagement,andreportwritingwithinthe organization.
Problem-solving: Learn about the methods for resolving conflicts, managing resources,andinteractingwithstakeholdersthatareemployedinthemanagement of the public sector.
Professionalism and Ethical Practices: Acknowledge the value of ethics, accountability,andopennessinpublicadministrationwhilecomprehendinghow governance upholds law and order and guarantees service quality.
Improving Communication Skills: Public administrators must interact with stakeholders,supervisors,andcoworkerstodevelopgoodcommunicationskills.
CareerPreparation:Usethehands-onexperienceasaspringboardtoboost confidence and have a better understanding of career options in public administration and governance.

TheobjectiveoftheSIWESprogramistopreparestudentsforaprosperouscareer inthe public sector orrelated sectorsbytheend bygaining real-world experience,

honingadministrativeskills,andcultivatingaprofessionalmindsetconsistentwith public administration ideals.

CHAPTERTWO
Personnel–Director Supply – director supply Finance industrial relation
5OfficesunderAgriculturalDepartment
CentralAdmin:-Wherelettersthataresubmittedarecollected
OpenRegistry:-Firstplacetogowhenyoucomeforofficialbusinessbutithas been taken over by commissioner officer
PersonalFiles:-Informationaboutaparticularpersonalorstaff
SubjectFiles:-Informationaboutaparticularsubject
SecretRegistry:-Noinformationmustbelinkout.Theministryonlyhaveaccess to it.
Open registry is a place that any ministry or government ministry set aside for documentthatinvolvespersonalfilesandsubjectfiles.Itisbrownincolourinthe ministry. A maginal folder contains information about a particular subject.
MalementRegistry:-Abooksetasideintheregistrytodocumentthemovement of the files. Writing in file between two or more offices is called a minute.
FunctionofanopenRegistry
Buildsfilesbothnewandold They dispatch letters
Morningcensusgoingroundtheofficestocountandwritedownthenumberof files (to know how the files are moving around). Before 8-9am
Inchargeofministryoffilestoscheduleofficers Incharge of outgoing letters
Openfilesarethefileswherepersonalinformationarekept.
Itemsneededinopen registry
Stapler

Punch Ruler Biro File Tipest Filetag
Stamp pad Registerstapplepin
Redpenisusedforpagenumberberingthedocumentinthefile
Abbreviation
K.I.V–keepinview
P.A– Put away file
A.B.C–attheback cover
A.V.P–Authorityinvariationfor payment
S.O– Staffoffice
C.F.A–Controlleroffinancial account
O.P.F.S–Directorofpersonnelfinanceand supply
Ifanyletterentertheministry,itmustbeinthreecopieswhichare; Original (lettered heading)
Filecopies(plainsheet( Flimsy (plain sheets)
Note:-Alllettersmusthaveletteredheading.Theletter mustbesignedbythe honorable commissioner.
Openregistryisanofficethateverypersonworkingintheministryhaveaccessto during working hour. They are incharge of file opening for individual and subject file. It is also known as custodian of file.

Morning census: -Is awayof checking files that arenot in thedeep/dipor open registry custody when a letter comes in, it must be recorded (receiving of mails) filenumber,headingoftheletteranddatemustbenotedownforfuturepurpose.
2.3.OfficeinMinistryofAgriculture
Administrationwhichistheheartoftheministryandtheyadministerevery activites that is going on in the ministry
Agricservice Vetenery Engineering Fishery
Agriculturalservices Secret Registry
SecretRegistry:-Itdealwiththecarnerofanoffice,onlythescheduledofficer are allowed
SecretFile:Isusedtoknowtheaffairsofanofficer.(Itisusedforquery).All professionals have secret file. It is green in colour.
Therealsodomorningcensusinsecret registry.Everysecretfileisconfidential because it is where government affairs is found especially terms of money.
FunctionofsecretRegistry They circulate circular
Theydispatchandreceivefiles
Itisusedinwritingbrief/recommending promotion
Pullofficer:-Theycanberedeployed,secretfilecanalsobecalledgradedfileor confidential file. Every secret officer has to have appraisal form (APPA) it is a form for promotion and it has to come in 6 copies (2 copies for a year).


Professionalcanaccessonlysubjectfilefullofficerareofficerthatcanbemoved from one ministry to another.

RecordofService
Record of service give information they entry of an exist of an officer is done by admin.Recordofservicethiscanalsobedefineasthedocumentthathavepersons history of work, achievement and time spent in the ministry.
Recordof service
Record of services is the process or activities that an officer pass through during his/herperiodinservice.Thekindofpromotion,timespent,historyofworkinthe ministry
Three(3)copies ofdocument
Thedocumenthastobeattachedtothelettersofretirementhastobeinthree copies which are letter of;
Firstappointmentletter
Birthcertificate/declarationofageoptional Advancement
Changing of cadre Transfer of serve (optional) Confirmationofappointment
It takes a 2 years for promotion Level 1-6 It takes 3 years for promotion on level 7-13 Ittakes4yearsforpromotiononlevel14-17
Iyear4years11months28days(Noperson,Nogrant) 5 years up to 9 years 11 month 29 days (gran



CHAPTERTHREE
InterService Transfer

Interserviceisthetotalreleaseonanofficerfromonecommissiontoanother commission.
Types of leaveMaternityleave Paternity leave Causal leave Annual leave Study leave Leaveofabsent
Maternityleave:Istheleavegrantedtoapregnantwomanthathasjustputtobed, 84days
Paternityleave:Istheleavegrantedtoeveryhusbandwhen theirwivesjustputto bed. To weeks. Only Lagos state government grant it.
Causalleave:Aleaveyoutakewhenyouhaveanurgentbusinessandatthesame time you do not want to loose your job
Annualleave:Thisisamustmandatoryleaveforeveryofficereitherinprivateor public organization.
Studyleave(withpayorwithoutpay: -Whenonewanttofurthermoreinhis/her education hi/she request for leave and also decides if to be paid or not (Salary)
Leaveofabsent:-Theleaveyoutakewhenhuntingforanotherjobtoknowthe working condition



Promotion
Promotion means devating an officer from a lower grade level to an higher grade level.Promotionmeansanadvancementofanofficerfromalowerposttothenext higher post.
Criteriaforanofficertobepromoted

Firstappointmentletter
Anofficermustbeaconfirmedstaff.Itisdonewithin2years.Inordertobea bonified staff of the state government
Forlevel1-6(Anofficerisrequiredtosubmit4Appaform)
Forlevel7-13(anofficerisrequiredtosubmit6copieswhichis2copiesperyear
D.A.C–departmentaladvisorycommittee.Itisusedeitherforpromotionor discipline of an officer from grade 1-6.
Staffdevelopmentcollege(S.O.C)onlymeantforcivil servant.
Enhancementtraining:-Twoweekstraining/duringthetrainingeachofficerwill be given enhancement certificate.
Stategovernmentwillrolloutatimetableforanexamination The date for the interview will be roll out
Afterwhentheofficerhaspassedtheexams.
A.V.Pisusedforplacinganofficeronthenextlevel.Itisalsousedfordemoting an officer when have conducted a misconduct.


D.P.F.Sallthedepartmental director
S.S.M.C–Seniorstaffmanagementcommittee.Itissharedbythepermsecofthe ministry. It isused for promotion anddiscipline ofthe seniorstaff fromthe grade
level7-13.Itisalsoknowasmortgagebank.

CHAPTERFOUR
INTRODUCTIONTON.H.F(NATIONALHOUSINGFUND)
4.1.	IntroductiontoN.H.F(NationalHousingFund)
ItwasintroduceinNovember1994.ItwasestablishedbytheFederalGovernment help the civil servants.
Aims&Objectives
Thebankisestablishedtodeductsomecertainamountofmoneyfromthesalaryof a civil servant for future purpose
2.5%isthepercentagetheydeductfromthecivilservantsalary
Aftercollectingyour10card,youstartcalculatingfromwhenyoustartedwiththe card till the end.
Thecardisusedasevidenceofmoneyinthe N.H.F
Themoneybeendeductedfromyoursalaryisstillyoursfromtheyearsofservices The card is used for calculating themoney deducted from your salary
Ministry of finance is the one in charge of the payment Paymentslipindicatetheactualamountbeendeductedfromthesalary
Thenextofkinwritealettertotheministryandpresentthedeathcertificate Personal application for the N.H.F
Letterofadministration(youonlygotocourttogettheletter)itisspecifiedthat you use to get it from High Court of Sharia you can use the letter to claim any properity of the deceased
Confirmationletterfromtheemployee(KwaraStateGovernment) Death certificate
Affidavitasthenextofkinbeforeyoucancollectthemoneyfromthe N.H.F
MortgagebankalsoknownasNationalHousingFund(N.H.F).itwasintroducein November 1994 with the aim of contributing certain amount for each staff e.g. federal state or local government for future purpose2.5.% (percent) is being deducting from the salary of each staff.

FillingandcalculatingofN.H.Fpassbookasevidenceofdeductingofficers money.
TheN.H.Fpassbookmustbesignandstampbytheauthorityofthatministryor organization
Thebenefitofmortgage bank.
Theyusetobuildhouseandgiveittocivilservantasmortgageorloan The civil servant use to applied loan from the bank
Theyusetorealatebuildingforcivilservantanmortgageorasaloan


CHAPTERFIVE
5.3.Suggestionsfortheimprovement ofthe scheme
Inlightofmyexperience,Isuggestthefollowingchangesforthefuture:
Improved Orientation Programs: Employers should give interns thorough orientation sessions that cover corporate procedures, job expectations, and office equipment usage. This would lessen the initial learning curve for interns and help them become settled in more quickly. Ensuring interns systematically develop technicalandadministrativeskillsrequirestheimplementationofawell-structured training strategy.
Mentorship Opportunities: Assisting interns with advice and criticism from mentorsorsupervisorswouldpromoteimprovedlearningandcareerdevelopment.
MoreVarietyinTasks:Givinginternsawiderrangeoftasksfromvarious departments would increase their exposure and skill set.
Frequent Feedback: To assist interns in developing and learning more efficiently, organizationsshouldhaveregularperformanceevaluationsandfeedbacksessions.
AccesstoLearningResources:Givinginternsaccesstopertinentbooks,guides, andinternetmaterialsaboutpublicadministrationandtheaviationsectorwould help them better comprehend their responsibilities.
Hands-onExposuretoCoreOperations:Toobtainamorecomprehensivegraspof organizational dynamics, interns should be exposed to the organization's core operations, such as departmental meetings or decision-making procedures.

RecognitionandAppreciation:Givinginternscertificatesorrecommendation letters for their efforts will inspire them to work more and feel appreciated.
Conclusion
In conclusion, my SIWES experience was highly impactful, offering both professionalexposureandpersonalgrowth.Withtherighttrainingandmentorship systems in place, future interns can benefiteven more fromsimilar programs. The lessons learned and skills acquired during this period will undoubtedly play a pivotal role in my career trajectory and success.
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