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CHAPTER ONE
INTRODUCTION
1.1   Background Of SIWES
 SIWES was established by Industrial Training Fund (ITF) in 1973 to solve the problem of lack of adequate practical skills preparatory for employment in industries by Nigerian graduates of tertiary institutions.
      The Scheme exposes students to industry based skills necessary for a smooth transition from the classroom to the world of work. It affords students of tertiary institutions the opportunity of being familiarized and exposed to the needed experience in handling machinery and equipment which are usually not available in the educational institutions.
      Before the establishment of the scheme, there was a growing concern among our Industrialists that graduates of our 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.
       It is against this background that the rationale for initiating and designing the scheme by the Fund during its formative years – 1973/74 was introduced to acquaint students with the skills of handling employers’ equipment and machinery.


1.2   Aims and Objectives Of SIWES 
1. To provide students with industrial skills and needed 
        experience while the course of study;
     2. To create conditions and circumstances, which can be as 
       close as possible to the actual workflow;
     3. To prepare specialists who will be ready for any working 
       situations immediately after graduation;
     4. To teach students the techniques and methods of working 
       with facilities and equipment that may not be available 
       within the walls of an educational institution;





CHAPTER TWO
DESCRIPTION OF ILORIN EAST LOCAL GOVERNMENT
2.1:  Location, Objectives and Brief History 
ILORIN EAST LOCAL GOVERNMENT SECRETARIATILORIN EAST LOCAL GOVERNMENT SECRETARIAT
Ilorin East Local Government Area (LGA), established in 1991, is situated in Kwara State, Nigeria, with its administrative headquarters located at Igporin-OkeOyi, 241102, OkeOyi, Nigeria.The LGA encompasses an area of 486 km² and, as of the 2006 census, had a population of 204,310. 
The organizational structure of Ilorin East LGA comprises several departments, each responsible for specific administrative functions:
· Administrative Department: Oversees general administration, personnel management, and policy implementation.
· Finance Department: Manages budgeting, accounting, and financial reporting.
· Education and Social Services Department: Focuses on educational programs, social welfare, and community development initiatives.
· Works and Housing Department: Responsible for infrastructure development, maintenance of public facilities, and housing projects.
· Agriculture and Natural Resources Department: Promotes agricultural development, supports local farmers, and manages natural resources.
· Health Department: Ensures the provision of healthcare services, public health initiatives, and sanitation.
· Environmental Services Department: Handles waste management, environmental protection, and sustainability programs.
These departments work collaboratively to ensure effective governance and the delivery of essential services to the communities within Ilorin East LGA.

CHAPTER THREE
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT ILORIN EAST LOCAL GOVERNMENT
During my SIWES (Students Industrial Work Experience Scheme) training, I had the opportunity to gain valuable knowledge and hands-on experience in office administration, document management, and registry operations.
One of the first activities was the introduction to the staff and management, where I became familiar with the organizational hierarchy and the roles of different personnel. This provided me with insight into the structure of the organization and the chain of command. Additionally, a lecture was given on the organizational structure, which helped me understand how departments are interconnected and how tasks are coordinated.
I also learned about the different types of files used in the office and their significance in record-keeping. Understanding the importance and benefits of a registry was crucial, as registries play a vital role in documentation, information storage, and retrieval. I was introduced to the qualities expected of registry staff, such as accuracy, confidentiality, and efficiency.
Furthermore, I was taught about the concept of public service rules, which guide government employees in their professional conduct and responsibilities. I also gained knowledge of the different types of leave available to employees, such as annual leave, maternity leave, sick leave, and casual leave.
In terms of practical experience, I assisted in dispatching outgoing letters to the ministry and learned how to properly receive incoming mails. This experience improved my communication and documentation skills, as I had to ensure that letters were properly recorded and delivered to the right destinations.
Another valuable skill I acquired was the use of Microsoft Word for drafting various types of official letters, including application letters, leave requests, letters of acceptance, and appointment letters. This enhanced my proficiency in word processing and formal letter writing, which are essential skills for any administrative role.
Overall, my SIWES experience was highly beneficial as it provided me with theoretical knowledge and practical exposure to office administration, record management, and government procedures. The skills and knowledge I gained will be invaluable in my future career endeavors.



CHAPTER FOUR
         SUMMARY AND CHALLENGES ENCOUNTERED
4.1   Summary                               
The SIWES program provided me with invaluable practical experience in an office environment. I developed technical skills such as document preparation, printer maintenance, email communication, spreadsheet management, and troubleshooting minor system issues. Additionally, I gained knowledge in maintaining staff records, organizing files systematically, and handling confidential information securely. My communication, teamwork, and time management skills improved significantly through collaborative tasks and an open office layout. The hands-on training helped bridge the gap between theoretical learning and practical application, preparing me for future professional responsibilities
4.2   Challenge Encountered
 (1) Problem of searching a place of attachment:- I had some
   many reason problems when searching for a place of 
attattachment for my industrial training because most 
   organization rejected my request giving one reason or the 
   other that they do not want SIWES student.
(2) Cost of Transportation:- Also encountered challenges in the 
   aspect of transport fee during the course of my training due to 
   the distance of my place of attachment.

CHAPTER FIVE
    RECOMMENDATIONS
I.     The institution should be encouraged to create financial
      autonomy for Institution based SIWES Units/Directorates.

II.    The establishment should provide the adequate facilities to
      make the programme enjoyable for the SIWES Students.

III.    SIWES should be properly presented to potential sponsors, 
      such as multinational companies and other corporate
      institutions for support in creating placement Opportunities, 
      Training, Equipment, Facilities, as well as diretc funding of 
      SIWES.

IV.    The company should be willingly to accept and encourage 
       students that are seeking for SIWES placement in their
       company without requesting for any money.


