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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.
1.4	OBJECTIVES OF ESTABLISHMENT
To provide innovative and effective solutions
	To deliver exceptional customer service
	To drive business growth and expansion
	To build a strong brand reputation
	To develop and maintain a skilled workforce
	To promote a culture of innovation and continuous improvement
	To maintain high-quality standards and best practices
	To foster strategic partnerships and collaborations


					CHAPTER TWO	
2.1. INTRODUCTION TO THE COMPANY
· I was introduce to the administrative department and some other departments
· I was introduced to organization structure, office and their functions
An organizational structure is a system that defines how a company operates, including how employees are grouped, their roles, and how they communicate. It also outlines how tasks are delegated to achieve the company's goals.
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2.2 HOW TO PREPARE AND DISPATCH LETTERS AND FILES:
Preparing Letters and Files
1. Ensure accuracy and completeness: Double-check the content, spelling, and grammar of the letter or file.
2. Use proper formatting: Use a standard business letter format or a format specified by the organization.
3. Include necessary attachments: Attach any supporting documents, such as receipts, invoices, or certificates.
4. Sign and date the letter: Sign the letter with your name and title (if applicable) and date it.
Dispatching Letters and Files
1. Choose the right dispatch method: Decide on the most suitable dispatch method, such as postal mail, courier service, email, or fax.
2. Address the envelope correctly: Write the recipient's address clearly and accurately on the envelope.
3. Affix the correct postage: Attach the required postage or stamps to the envelope.
4. Keep a record of dispatch: Keep a record of the dispatched letter or file, including the date, time, and method of dispatch.

Best Practices
1. Use a dispatch log: Maintain a dispatch log to keep track of all dispatched letters and files.
2. Use secure dispatch methods: Use secure dispatch methods, such as registered mail or courier services, for sensitive or confidential documents.
3. Proofread and verify: Proofread and verify the content and address of the letter or file before dispatching.
4. Keep a copy: Keep a copy of the dispatched letter or file for future reference.
Digital Dispatch
1. Email: Use email to dispatch digital copies of letters and files.
2. Online file sharing: Use online file-sharing platforms, such as Dropbox or Google Drive, to share large files.
3. Electronic signature: Use electronic signature tools, such as DocuSign or Adobe Sign, to sign and send documents digitally.
2.3 HOW TO INDEX LETTERS
Step 1: Determine the Indexing System
1. Alphabetical Indexing: Organize letters alphabetically by sender's name, recipient's name, or subject.
2. Numerical Indexing: Assign a unique number to each letter, and organize them in numerical order.
3. Chronological Indexing: Organize letters in chronological order by date.
Step 2: Create an Index Card or Entry
1. Index Card: Create an index card with the following information:
    - Letter number or identifier
    - Date
    - Sender's name
    - Recipient's name
    - Subject or brief summary
2. Digital Index Entry: Create a digital index entry using a spreadsheet or database software, with the same information as the index card.
Step 3: Categorize and Cross-Reference
1. Categorize: Categorize letters by subject, sender, or recipient, using categories such as:
    - Personal
    - Business
    - Official
    - Social
2. Cross-Reference: Cross-reference related letters or documents, using keywords or phrases.
Step 4: Maintain and Update the Index
1. Regularly Update: Regularly update the index with new letters and documents.
2. Review and Revise: Review and revise the index periodically to ensure accuracy and relevance.
Best Practices
1. Be Consistent: Use a consistent indexing system throughout.
2. Use Clear and Concise Language: Use clear and concise language when creating index entries.
3. Use Keywords and Phrases: Use keywords and phrases to facilitate searching and retrieval.
4. Keep the Index Up-to-Date: Keep the index up-to-date to ensure that it remains a useful tool for retrieval and reference.
CHAPTER THREE
3.1	HOW TO PREPARE A MEMO:
Step 1: Define the Purpose
1. Clearly define the purpose: Determine the reason for writing the memo, such as to inform, request action, or provide updates.
2. Identify the audience: Know who the memo is for, including their level of understanding and interest.
Step 2: Plan the Content
1. Gather information: Collect relevant data, facts, and figures to support the purpose of the memo.
2. Organize the content: Structure the memo in a logical and concise manner, using headings and bullet points if necessary.
3. Focus on key points: Emphasize the main points and avoid unnecessary details.
Step 3: Write the Memo
1. Use a formal tone: Adopt a professional and objective tone, avoiding jargon and technical terms unless necessary.
2. Be concise and clear: Use simple language and concise sentences to convey the message.
3. Use proper formatting: Use a standard memo format, including date, to, from, subject, and body.

Step 4: Review and Edit
1. Check for accuracy: Verify facts, figures, and names to ensure accuracy.
2. Edit for clarity: Review the memo for clarity, concision, and grammar.
3. Get feedback: Have someone review the memo and provide feedback.
Step 5: Finalize and Distribute
1. Finalize the memo: Make any final revisions and proofread the memo.
2. Distribute the memo: Send the memo to the intended audience, using appropriate channels such as email, interoffice mail, or posting on a shared drive.
Memo Format
1. Date: Include the date the memo is written.
2. To: Address the memo to the intended recipient.
3. From: Include the name and title of the person writing the memo.
4. Subject: Provide a brief summary of the memo's purpose.
5. Body: Present the main content of the memo, using clear and concise language.
Best Practices
1. Keep it concise: Memos should be brief and to the point.
2. Use proper headings: Use headings to organize the content and make it easier to read.
3. Avoid jargon: Use simple language and avoid technical terms unless necessary.
4. Proofread: Carefully review the memo for errors and clarity.
pass a circular from the Programme Manager's office to other departments:
3.2	HOW TO PASSED A CIRCULAR FROM THE PROGRAMME MANAGER'S OFFICE TO OTHER DEPARTMENTS:
Step 1: Prepare the Circular
1. Draft the circular: Write a clear and concise circular that includes the necessary information, such as the purpose, instructions, and deadlines.
2. Review and edit: Review the circular for accuracy, clarity, and grammar, and edit as necessary.

Step 2: Obtain Approval
1. Obtain approval from the Programme Manager: Submit the circular to the Programme Manager for review and approval.
2. Make any necessary revisions: Make any revisions requested by the Programme Manager.
Step 3: Distribute the Circular
1. Determine the distribution list: Identify the departments and individuals who need to receive the circular.
2. Choose the distribution method: Decide on the most effective method of distribution, such as email, interoffice mail, or posting on a shared drive.
3. Distribute the circular: Send the circular to the identified departments and individuals using the chosen distribution method.
Step 4: Confirm Receipt
1. Request acknowledgement: Request that recipients acknowledge receipt of the circular, either by email or signature.
2. Verify receipt: Verify that the circular has been received by all intended recipients.

Circular Format
1. Header: Include the Programme Manager's office logo, name, and date.
2. Subject: Clearly state the purpose of the circular.
3. Body: Provide the necessary information, instructions, and deadlines.
4. Footer: Include contact information, such as email and phone number.
Best Practices
1. Keep it concise: Circulars should be brief and to the point.
2. Use clear language: Avoid using technical jargon or complex language.
3. Proofread: Carefully review the circular for errors and clarity.
4. Follow up: Follow up with recipients to ensure they understand and comply with the circular.
3.3 SOME EQUIPMENT AND THEIR USES
· Computers: Used to input, process, store, and output information
[image: ]
· Printers: Used to print documents
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· Scanners: Used to scan documents for filing
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· Photocopiers: Used to print copies of documents in black and 
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· white or color, at the same size, reduced, or enlarged
· Fax machines: Used to send and receive documents electronically
· Shredders: Used to destroy documents
· Postage meters: Used to pay postage
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· Telephones: Used for communication
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· Software: Used for word processing, spreadsheets, databases, and email
· Furniture: Includes desks, chairs, tables, and file cabinet
[image: ]

· Collaboration tools: Used for collaboration




CHAPTER FOUR
4.1     CONCLUSION
 The Student Industrial Work Experience Scheme (SIWES) plays a significant role in human resource development, it helps students develop new skills and enlightens them of what the present society holds for them after graduation and helps them adapt accordingly. As a result of the programme, I am now more confident to build my future, My four (4) months industrial attachment with Radio Kwara has been one of the most interesting, productive and instructive experience in my life. Through this training, I have gained new insight and more comprehensive understanding. 

4.2      RECOMMENDATION
          The following are the suggested recommendation for the program
i.	The company should remain friendly and accommodating to future IT student.
ii.	The SIWES coordinator and school should where organized enlightenment program for IT student in order to know the important of SIWES.
iii.	The school (Polytechnics) should consider the four months mandatory SIWES while drafting the calendar for a successive session in a way that will affect the returning IT Student.












image5.jpeg
Fig. 2.1. Telephone
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