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CHAPTER ONE
1.1	Introduction to SIWES
Students Industrial Work Experience Scheme (SIWES) is a Skills Training Program designed to prepare and expose Students of Universities, Polytechnics, Colleges of Technology, Colleges of Agriculture and Colleges of Education for the Industrial Work situation they are likely to meet after graduation. The Scheme affords Students the opportunity of familiarizing and exposing themselves handling equipment and machinery that are usually not available in their institutions.
1.2 	History of SIWES
The Students’ Industrial Work Experience Scheme (SIWES) was initiated in 1973 by the Federal Government of Nigeria under the Industrial Training Fund (ITF) to bridge the gap between theory and practice among products of our tertiary Institutions. It was designed to provide practical training that will expose and prepare students of Universities, Polytechnics, and Colleges of Education for work situation they are likely to meet after graduation.
Before the establishment of the scheme, there was a growing concern among the industrialists that graduates of institutions of higher learning lacked adequate practical background studies preparatory for employment in industries. Thus the employers were of the opinion that the theoretical education going on in higher institutions was not responsive to the needs of the employers of labour.
As a result of the increasing number of students’ enrolment in higher institutions of learning, the administration of this function of funding the scheme became enormous, hence ITF withdrew from the scheme in 1978 and was taken over by the Federal Government and handed to National Universities commission (NUC), National Board for Technical Education (NBTE) and National Commission for Colleges of Education (NCCE). In 1984, the Federal Government reverted back to ITF which took over the scheme officially in 1985 with funding provided by the Federal Government.
1.3	Objectives of the Programme
The specific objectives of SIWES are to:
· Provide placements in industries for students of higher institutions of learning approved by relevant regulatory authorities (NUC, NBTE, NCCE) to acquire work experience and skills relevant to their course of study.
· Prepare students for real work situation they will meet after graduation.
· Expose students to work methods and techniques in the handling of equipment and machinery that may not be available in schools.
· Make transition from school to the labour market smooth and enhance students’ conduct for later job placement.
· Provide students with the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practice.
· Strengthen employer involvement in the entire educational process and prepare students for employment in industry.
· Promote the desired technological knowhow required for the advancement of the nation.


CHAPTER TWO
2.1	Description of the Organization 
I chose Federal Polytechnic Ede for my SIWES program due to the hands-on experience and professional connections that I knew I would gain. Being an active student of the Polytechnic, I sought to gain valuable hands-on experience and professional connections through the SIWES program in the Central Store. Established in 1992, Federal Polytechnic Ede is a Nigerian tertiary institution located in Ede, a town in Osun State, southwestern Nigeria.
The Federal Polytechnic Ede is led by the Rector, who oversees the overall administration and management of the institution. The Central Store falls under the purview of the Rector, with the Chief of Store overseeing day-to-day operations and reporting directly to the Bursar.
The organizational structure of the Central Store comprises three main levels: 
1. Leadership: The Chief of Store is responsible for the overall management of the store, including staff supervision, procurement, inventory management, and financial accounting.
2. Store Officers: These officers assist the Chief of Store in day-to-day operations, including receiving and dispatching inventory, maintaining records, and coordinating with other departments.
3. Support Staff: This includes clerks and assistants who support the store's activities, such as checking and verifying inventory, issuing goods, and maintaining the store's cleanliness and organization.
2.2	Organizational Structure and Roles 
The Central Store, led by the Chief of Store, is staffed by a team of dedicated workers with specialized roles. These roles include:
The Assistant Chief Officer, who provides support and handles specific tasks or areas within the store.
Officers in Charge, who supervise different inventory areas such as stationery, maintenance, and petroleum.



2.3	Store Focuses Area 
The Central Store bases its operations on three major categories:
Stationery: This includes various paper products, writing instruments, and office supplies.
Maintenance: This area covers tools, equipment, and parts for the maintenance of the store and its surroundings.
Petroleum: This category encompasses various fuel types such as gasoline, diesel, and kerosene, as well as related products and equipment.
Together, these focus areas represent the primary inventory items and services handled by the Central Store.
2.4	Documentation Processes 
1. Good received note (GRN): This document is used to acknowledge receipt of goods or services by a store. It typically includes information like the name of the supplier, date, quantity, and description of the goods or services received.
2. Store Requisition Voucher (SRV): This is a request for goods or services made by someone within the store. The S.R.V typically includes details like the quantity, description, and purpose of the requested items.
3. Store Issue Voucher (SIV): This document records the release of goods or services from the store. The SIV typically includes details like the quantity, description, and person receiving the goods or services.
4. Bin Card (BN): This document tracks the quantity and location of items within a store's inventory. It includes information like the item's name, quantity on hand, and location within the store.
5. Dispatch Book: This is a record of items or goods sent out from the store.
6. I.O.U: Short for “I Owe You”, this document acknowledges a debt or obligation owed to the store.
7. Memo: A document used to communicate information within the store, such as policy changes or important announcements. 




2.5	Inventory Items 
1. Gum: Used for binding documents together.
2. Staple machine: A device used for stapling multiple sheets of paper together.
3. Staple pin: The metal clips that the staple machine uses to staple papers together.
4. A4 and A3 paper: These are two common paper sizes, with A4 being the standard size used for printing.
5. Ruler: A tool used for measuring and drawing straight lines.
6. Pens: Writing instruments in various colors for marking or taking notes.
7. Stamp pad: A cushion that holds ink for stamping documents.
8. Ink: Liquid or gel used for writing or printing.
9. A2 paper: A larger paper size than A3.
10. Office File: A folder used for organizing and storing documents.
11. Student File: A folder for storing student documents.
12. Official envelope: An envelope used for official correspondence.
13. Marker: A writing instrument used for marking on surfaces or highlighting text.
14. Full scape sheet: A large piece of paper often used for printing posters or banners. 
15. Twin: Likely referring to "twin bed" or "twin size" items, such as mattresses or bed frames.
16. File tag: Small tags used to label or categorize files.
17. Fan: An electrical device that circulates air for cooling.
18. Bulbs: Light bulbs for illuminating rooms or offices.
19. Sewing Machine: An electric device for stitching fabrics together.
20. H.O.D gown: Likely referring to a gown worn by the "Head of Department" at a university or other institution.
21. Chair: A piece of furniture used for sitting.
22. Table: A flat surface used for working, eating, or storing items.
23. Laptop: A portable personal computer.
24. Photocopier machine: A device used for making copies of documents.
25. S.R.V and S.I.V: "Store Requisition Voucher" and "Store Issue Voucher" - documents used for requesting and issuing store items.
26. G.R.N: "Good Received Note" - a document used to acknowledge receipt of goods or services by a store.
27. Student handbook: A guidebook for students that contains important information about their school or university.
28. Student Logbook: A book used by students to record their activities or experiences, often related to their coursework or projects.
29. Generator: A machine that converts mechanical energy into electrical energy, often used as a backup power source.
30. Memo: A document used to communicate information within an organization, often used for internal announcements or policy updates.
31. Tippets: A type of clothing worn around the shoulders, often associated with academic or religious ceremonies.
32. Answer sheet: A piece of paper used for recording answers during a test or exam.
33. Tally board: A board used for counting and recording votes or other numerical data, often during meetings or elections
34. Hole punch: A hole punch is a device used to create holes in paper, typically for the purpose of storing the paper in a binder or other type of filing system. 
35. Graduation gown: A special gown worn by students during a graduation ceremony.





 



CHAPTER THREE
WORK DONE/EXPERIENCE GAINED
3.1	Duties and Responsibilities 
Duties 
1. I was responsible for documenting store activities, including inventory counts and S.R.V transactions from different departments.
2. I assisted in inventory management, which involved conducting physical counts, organizing the storeroom, and maintaining the accuracy of inventory records.
3. I also handled the dispatch of invoices to the Rector, Bursar, and D.R Administration offices, ensuring compliance with standard accounting procedures.
4. In addition, I supported the Store Keeper in the upkeep and maintenance of the store. "I maintained the store’s filing system by locating files and organizing them efficiently.
5. I transcribed data from S.R.V (Store Requisition Vouchers) to S.I.V (Store Issue Vouchers), ensuring accuracy in documentation and inventory management.
Responsibilities 
1. I verified that the goods given to requesters matched the approved request, preventing errors in inventory management.
2. I ensured accurate documentation by transferring information from S.R.V to S.I.V, maintaining an organized record of inventory issued and received.
3. Before goods were taken from the storeroom, I cross-checked the quantities to avoid overstocking and maintaining the accuracy of inventory records.
4. I collected S.R.V from various departments to facilitate efficient procurement of goods from the store.
5. I retrieved goods from the storeroom
3.2	Training and Development 
Training:
1. I received training from the store officer in proper filling and retrieved the procedure for the invoice document in the store department.
2. I received training from the chief officer and store keeper on the proper operation and maintenance of the departmental electric photocopier.
3. I was trained by the principal store on how to post stationary and machinery invoices into the goods received note (GRN).
4. I received training from a store officer on how to perform stock balance for various inventory counts.
5. I was trained on how to write a formal memo to report stock balance and inventory discrepancy.
6. I was taught by the chief officer on the purpose of recording inventory numbers, which was to accurately the quantity of exam items being distributed to the department and ensure there were sufficient suppliers for all students.
7. The chief officer trained me on how to accurately record information and invoices dispatch to customers in the dispatch book.
8. I was trained on proper handling, storage and distribution of educational materials, tools and equipment understanding the importance of organizing and safety protocols 
Development:
1. During my SIWES experience, the store made significant progress in digitizing inventory records, which improved the accuracy and efficiency of inventory management.
2. The store expanded its supplier network, which broadened the range of products and services available to the Polytechnic community, leading to greater customer satisfaction and reduced procurement costs.






       


CHAPTER FOUR
CHALLENGES AND ACHIEVEMENT
4.1	Challenges
1. Initially, I struggled with accurately allocating files in the cabinets. However, with practice and guidance from the store officers, I quickly learned the filing system.
2. While entering quantity information into the bin card, I faced some initial challenges in maintaining accuracy. However, by being extra careful and cross-checking my work, I was able to overcome this challenge.
3. Writing into the dispatch book was initially a challenge for me.
4. Calculating stock balances and performing multiplication correctly was challenging for me at first. However, I learned to check my calculations and use the store's inventory management software to double-check my work, which helped me improve my accuracy.
5. Overall, despite these initial challenges, I remained committed to my tasks, and with the support of the store officers, I was able to develop the skills and knowledge necessary for effective inventory management.
4.2	Achievement
1. During my SIWES at the Central store polytechnic, I was introduced to the various systems and operations involved in managing inventory and suppliers for the institution.
2. I actively participated in stock taking, ensuring the accuracy of record and learning how to maintain optimal stock levels for the smoothly running of the polytechnic.
3. I gained hands-on experience with the polytechnic inventory management software helping track and update stock level in real time.
4. Overall, my time in the central store provided me valuable insight into inventory control, logistics and administrative support in a large institutional setting.




     

          
CHAPTER FIVE
5.1	Summary
During my SIWES experience at the Polytechnic Central Store, I gained hands-on experience in various aspects of inventory management, including inventory counting, documentation, inventory control, and supplier management.
My key responsibilities included verifying goods against approved requests, documenting inventory transactions, monitoring inventory levels using bin cards, and handling procurement and dispatch processes.
Through this experience, I developed valuable skills in communication, organization, and attention to detail, which will undoubtedly serve me well in my future career.
5.2	Conclusion 
	The SIWES training provided practical exposure to procurement and supply chain management in organizational setting. It enhanced my understanding of stock control, raw material procurement, order processing, and supplier coordination. The experience bridged the gap between theoretical knowledge and real-world business operations in the Polytechnic.
5.3	Recommendations
1. I recommend that the store implements periodic training sessions for new employees to ensure consistent knowledge and skills transfer. This will help reduce errors in documentation and inventory management, which could lead to more efficient operations.
2. I suggest implementing a computerized inventory management system, which could significantly enhance inventory tracking and reduce manual errors.
3. To improve the speed and efficiency of procurement processes, I propose streamlining the approval process and implementing electronic submission of S.R.V to reduce paperwork.
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