
A TECHNICAL REPORT
STUDENT INDUSTRIAL WORKING EXPERIENCE SCHEME (SIWES)
ATTACHMENT HELD AT
GOVERNORS OFFICE, ILORIN KWARA STATE
COMPLED BY
ABDULAZEEZ OYEFUNKE NAIMAT
ND/23/PAD/PT/0379
SUBMITTED TO

THE DEPARTMENT OF PUBLIC ADMINISTRATION

INSTITUTE OF FINANCE AND MANAGEMENT STUDIES
IN PATIAL FULFILMENT OF THE REQUIREMENT FOR THE AWARD OF NATIONAL DIPLOMA IN PUBLIC ADMINISTRATION


SEPTEMBER-NOVEMBER 2024

TABLE OF CONTENT
· COVER PAGE
· DEDICATION
· ACKNOWLEDGEMENT
CHAPTER ONE
· INTRODUCTION
1.0  BRIEF HISTORY OF SIWES
1.1 OBJECTIVE OF SIWES
CHAPTER TWO
2.0  BRIEF HISTORY OF GOVERNOR OFFICE, KWARA SATE, ILORIN.
2.1 ORGANIZATIONAL STRUCTURE OF GOVERNOR OFFICE.
2.2 MISSION & VISION OF GOVERNOR OFFICE
CHAPTER THREE	
3.0 EXPERIENCE GAINED
3.1 JOB DESCRIPTION AS AN OFFICE CLERK, MY PRIMARY DUTIES INCLUDED:
3.2 ACTIVITIES CARRIED OUT
3.3 SKILLS ACQUIRED
3.4 CHALLENGES FACED
3.5 CONCLUSION 
3.6 RECOMMENDATION
CHAPTER FOUR
4.0 SUGGESTION
4.1 CONCLUTION




DEDICATION
This Student Industrial Work Experience Scheme (SIWES) report dedicated to Allah(swt) and my PARENT, Who give me the grace and wisdom from the beginning of the program to the end. 





















ACKNOWLEDGMENT
First and foremost, I give thanks and honor to Allah(swt) for his inspiration, guidance and protection that enable me to complete my industrial training.
	I will also like to express my sincere gratitude to my parent Mr. and Mrs. ABDULAZEEZ and my siblings for their financial support during the course of my studies in Kwara state polytechnic I pray they live long to reap the fruit of their labor (AMEN)
	With gratitude am acknowledging this to my lecturers, the people of honor in the department of public administration, who have guide me to understand what public administration is all about. I say a big thank you to you all
[bookmark: _GoBack]	My bountiful gratitude also goes to GOVERNORS OFFICE Staffs for their immense contribution so as to make me understand what the siwes program is all about. May God be with you and your family (Amen)  
















INTRODUCTION
1.0	BRIEF HISTORY OF SIWES
    	Students Industrial Work Experience Scheme (SIWES) is one of the industrial training fund (ITF) programs. It was designed to give Nigerian students studying occupationally –related courses in higher institutions the experience that would supplement their theoretical learning. SIWES unit in the University Maiduguri was established in the year 1986 as an industrial coordinating unit catering for mostly science and some art based students on industrial attachment. The foundation staff were four (4) that comprised an industrial coordinator who is responsible to the Vice Chancellor for the day to day running of the affair of the office, a secretary/typist and an office assistant. SIWES unit was finally and officially commissioned on July, 2006.
   	As an accreditation requirement by the National Universities Commission (NUC) the unit was formally upgraded to directorate under the leadership of the Vice Chancellor, Professor Ibrahim Abubakar Njodi. Over the years the clientele student’s population has increased. The directorate has been doing its work with significant impact on students.
Philosophy
   	The students industrial work experience scheme directorate (SIWES) is established to facilitate the full realization and mandatory skills acquisition and proper training programmes designed to expose students to the industrial workplace environment in their respective disciplines during their course of study. The students are expected to develop occupational competence that would facilitate their fitting into the world of work after graduation.
This report documents my experience as an Office Clerk at Governors office Ilorin kwara state, where I undertook responsibilities such as keeping recorded files, sending and receiving mails, and arranging files.

 1.1	OBJECTIVES OF SIWES
The programmes of SIWES are designed to achieve the following objectives:
· Provision of avenue for students to acquire industrial skills and experience during their course of study
· To prepare students for the work situation they are likely to meet after graduation
· To expose students to work methods and techniques in handling equipment and machineries that they may not be available in the universities
· To make the transition from the university to the world of work easier and thus enhance students contacts for later job place
· To provide students with an opportunity to apply their theoretical knowledge in real work situations, thereby bridging the gap between theory and practice.

CHAPTER 2

2.0 BRIEF HISTORY OF GOVERNOR OFFICE ILORIN KWARA STATE
The Governor's Office in Ilorin, Kwara State, serves as the administrative headquarters for the state's executive branch, where the Governor and key officials coordinate governance and development initiatives. Kwara State was established on May 27, 1967, following the division of Nigeria's Northern Region into six states. The first Governor was Brigadier General David Bamigboye, who served from 1967 to 1975. Over the years, the Governor's Office has been pivotal in implementing policies across sectors like education, infrastructure, and healthcare, reflecting the state's evolving administrative landscape. The current Governor, AbdulRahman AbdulRazaq, assumed office in 2019 and was re-elected in 2023.
2.1	ORGANIZATIONAL STRUCTURE OF GOVERNOR OFFICE ILORIN KWARA STATE
The organizational structure of the Governor's Office in Kwara State is designed to facilitate effective governance and administration. At the apex is the Governor, currently AbdulRahman AbdulRazaq, who serves as the chief executive officer of the state. 
Supporting the Governor is the Deputy Governor, Kayode Alabi, who assists in overseeing state affairs. 
The Secretary to the State Government (SSG), Dr. Mamman Saba Jibril, coordinates the activities of ministries and agencies, ensuring alignment with governmental policies. 
The Chief of Staff manages the Governor's schedule and staff, facilitating communication between the Governor and other government branches.
The Executive Council, or cabinet, comprises Commissioners who head various ministries, each responsible for specific sectors such as health, education, and finance. These Commissioners are appointed by the Governor and play a crucial role in policy implementation. 
Additionally, Special Advisers and Senior Special Assistants provide expertise on various matters, offering strategic advice to the Governor. 
This structured hierarchy ensures that the Governor's Office operates efficiently, with clear delineations of responsibility and authority across different sectors of the state government.

2.2 MISSION & VISION OF GOVERNOR OFFICE ILORIN KWARA STATE

The specific mission and vision statements of the Governor's Office in Kwara State are not explicitly detailed in the available public sources. However, Governor AbdulRahman AbdulRazaq has consistently emphasized his commitment to building "a Kwara that works for all," highlighting his dedication to inclusive governance and the state's development. 
This commitment is reflected in various state agencies' missions and visions. For instance, the Kwara State Ministry of Education envisions an education system that provides inclusive, qualitative education and high-level manpower training for sustainable growth and self-reliance. Their mission focuses on attaining high literacy and numeracy standards in schools by improving teaching quality and ensuring educational opportunities conform to national standards. 
Similarly, the Kwara State Geographic Information Service (KW-GIS) aims to ensure proper administration and management of land and building matters in the state. Their mission includes developing and maintaining a geospatial information system to support overall development, research, and land management. 
These departmental missions and visions align with the Governor's overarching goal of fostering a state that offers quality services and opportunities to all its citizens.

CHAPTER 3
3.0 EXPERIENCE GAINED:

During my time at the Governors office, I gained hands-on experience in managing office records and handling official correspondence. I developed practical skills in organizing and maintaining both physical and digital filing systems. The experience improved my attention to detail and taught me the importance of maintaining accurate records. Additionally, I learned proper email etiquette and enhanced my communication skills while dealing with internal and external stakeholders.
3.1	JOB DESCRIPTION AS AN OFFICE CLERK, MY PRIMARY DUTIES INCLUDED:
· Keeping recorded files
· Sending and receiving mails
· Arranging files
· Assisting with general office tasks
3.2	 ACTIVITIES CARRIED OUT
1. KEEPING RECORDED FILES:

· Organized and maintained physical and digital records.
· Labeled and indexed files for easy retrieval.
· Ensured proper documentation and filing of incoming and outgoing correspondence.
2. SENDING AND RECEIVING MAILS:
· Collected outgoing mails and ensured timely dispatch.
· Received incoming mails, logged them, and directed them to appropriate departments.
· Managed email correspondence and maintained digital records.
3. ARRANGING FILES:
· Sorted documents into respective categories.
· Updated filing systems to improve accessibility.
· Conducted periodic file audits to ensure accuracy.
3.3	SKILLS ACQUIRED
· Effective file management
· Time management and organizational skills
· Proficiency in using office equipment
· Communication and interpersonal skills

3.4	CHALLENGES FACED:
· Adapting to the organization’s filing system.
· Managing high volumes of incoming and outgoing correspondence.
3.5	CONCLUSION:
My SIWES experience as an Office Clerk at Governor office provided me with practical knowledge in office administration. The skills and lessons learned during this period have enhanced my understanding of workplace dynamics and prepared me for future career opportunities.
3.6	RECOMMENDATION
It is recommended that future interns be given a brief orientation on the filing system to help them integrate faster into their roles. Additionally, enhancing digital record-keeping systems could improve efficiency




CHAPTER FOUR
4.0 	SUGGESTION
 	I would like to suggest that the student industrial work scheme (SIWES) should continue so that other student that are coming behind me will have a better knowledge and what the course they are studying is all about.
   	I will also like to suggest that the siwes students be given a little amount of money to support their transportation fee cause of some student who’s house is far from the organization they register
   	Lastly I will plead with staffs at every organization to see siwes student as one of them and help them achieve what they come to the organization achieve

4.1 	CONCLUSION   
Practical is much more encouraging and interesting than theory, having the privilege to sit beside a professional and work together is a great achievement that I could ever imagine of. It also expose to works methods and techniques in handling equipment and machineries that they may not be available in the universities
I must commend the effort of ITF for organizing a program that help student have a taste of their real profession while still in school
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