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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 TECHNOLOGY INCUBATION CENTER
· [bookmark: _GoBack]Ministry of Water Resources, Ilorin Ministry of Water Resources, Ilorin
· The Ministry of Water Resources, located at 1A Sulu Gambari Road, P.M.B 1497, Ilorin, Kwara State, plays a pivotal role in the development and management of water resources within the state. Its responsibilities encompass the provision of potable water, irrigation development, and the implementation of policies aimed at ensuring sustainable water resource management.
· A significant federal agency operating under the Ministry's purview is the Lower Niger River Basin Development Authority (LNRBDA). Established in 1976 by Decree No. 25 as the Niger River Basin Development Authority with its headquarters in Ilorin, the agency has undergone various structural changes over the years. In 1984, it was split into two entities: the Upper Niger River Basin and Rural Development Authority, headquartered in Minna, Niger State, and the Lower Niger River Basin and Rural Development Authority, retaining its headquarters in Ilorin. These entities were merged again in 1987, with the headquarters moved to Minna. However, in January 1994, the Lower Niger River Basin Development Authority was re-established as an autonomous body with its headquarters reinstated in Ilorin. 
· The LNRBDA focuses on developing both surface and underground water resources for multipurpose use, with particular emphasis on irrigated agriculture. Its initiatives have significantly contributed to enhancing agricultural productivity and providing potable water to various communities within Kwara State. For instance, in November 2019, the Federal Government, through the LNRBDA, inaugurated a two-million-cubic-metre water plant in Malete, Moro Local Government Area, to improve access to clean water. 
· The Kwara State Ministry of Water Resources has also been instrumental in addressing water supply challenges in the state. In June 2020, the state government rehabilitated 11 high-volume overhead water reservoirs that had been abandoned for over 17 years. These reservoirs, located in various parts of Ilorin, were connected to newly drilled boreholes to enhance water distribution within the metropolis. 

· Despite these efforts, challenges persist. In September 2021, a major pipeline damage from the Asa Dam waterworks resulted in the disruption of water supply to parts of Ilorin. The Ministry promptly addressed the issue, highlighting the ongoing need for infrastructure maintenance and development to ensure consistent water supply to residents
· Overall, the Ministry of Water Resources in Ilorin continues to play a crucial role in the sustainable management and development of water resources in Kwara State, striving to meet the water needs of its growing population through various initiatives and infrastructural developments.
· .


CHAPTER THREE
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT MINISTRY OF WATER RESOURCES 
SIWES Experience Report
The Student Industrial Work Experience Scheme (SIWES) is designed to bridge the gap between theoretical knowledge and practical application in a real-world working environment. As part of this scheme, I was assigned to an organization where I gained valuable hands-on experience in office administration, records management, and the use of computer systems. The SIWES coordinator introduced me to the secretary of the organization, who supervised my training and guided me through various office-related tasks.
Upon my arrival, I was given an introduction to the organization, its structure, and the various departments within it. My supervisor provided an overview of the key responsibilities of office staff and familiarized me with the daily operations of the office. I was then assigned tasks that would help me develop my administrative and technical skills.
One of the first skills I learned during my SIWES experience was the use of a computer system to type official letters and documents. I was introduced to basic word processing software such as Microsoft Word, where I learned formatting techniques, document alignment, and how to draft professional correspondence. This training improved my typing speed and accuracy, which is essential for office communication. I also learned how to print, scan, and save documents properly to ensure efficient record-keeping.
Understanding office management was a crucial part of my training. I learned about the types of offices based on size, including small offices, which are compact workspaces with limited staff, and large offices, which accommodate multiple departments and employees. I also learned about office types based on administrative structure, including open offices, which are shared workspaces without physical barriers, and secret offices, which are private workspaces used for confidential tasks, often by senior executives. Additionally, I was introduced to the importance of maintaining an organized work environment to enhance productivity and efficiency.
Records management is a vital aspect of office administration, and I was trained on how to handle documents effectively. I learned the importance of keeping accurate records for reference, accountability, and legal purposes. My training covered different methods of record-keeping, including manual record-keeping using physical files stored in cabinets and digital record-keeping for easy retrieval. I also gained an understanding of document classification and the need for confidentiality in handling sensitive information.
In official communication, abbreviations are frequently used to simplify messages. Some of the common abbreviations I learned include P.A (Put Away), which is used to indicate that a document should be stored for future reference, ABC (At Back Cover), which signifies that relevant information can be found at the back of a document, and KIV (Keep In View), which is used when a document or issue requires further attention in the future. Understanding these abbreviations helped me communicate effectively within the office environment.
As part of my training, I was introduced to the concept of census and its significance in data collection and analysis. I learned about the processes involved in conducting a census, including data gathering, verification, and documentation. This training enhanced my understanding of statistical methods used in organizational planning and decision-making.
Employee welfare plays a crucial role in workplace satisfaction and productivity. I was educated on different aspects of staff welfare, including workplace safety to ensure a secure and hazard-free working environment, employee motivation through incentives such as bonuses and promotions, and health benefits such as medical care and insurance for employees. I also learned about different types of leave that employees are entitled to, including annual leave, which is paid time off given to employees each year, sick leave, which is time off granted for health-related issues, and maternity/paternity leave, which is given to new mothers and fathers to care for their newborns. Understanding staff welfare broadened my knowledge of human resource management and employee relations.
My SIWES experience also exposed me to the importance of training and development within an organization. I learned that training helps employees enhance their skills, adapt to technological advancements, and improve job performance. The organization provided training sessions to improve employee efficiency and professional growth.
Proper filing is essential for maintaining an organized workplace. I was trained on different filing systems used in office settings, including alphabetical filing, which arranges documents based on names, chronological filing, which organizes records based on dates, and subject filing, which stores documents according to specific topics or departments. I also learned the importance of labeling files correctly and keeping documents in easily accessible locations to facilitate quick retrieval.
My SIWES experience was highly insightful and enriching. I gained practical knowledge of office administration, records management, and computer operations. Additionally, I developed communication, organizational, and technical skills that will be valuable for my future career. The hands-on experience helped me bridge the gap between theory and practice, preparing me for professional opportunities in office management and administration.


CHAPTER FOUR
SUMMARY AND CHALLENGES ENCOUNTERED
4.1   Summary                               
Summary of SIWES Experience Gained
During my SIWES training at Samtish Consulting, I acquired practical skills in business strategy, consulting, and operations management. The training started with an orientation, where I was introduced to the company's policies, structure, and workplace procedures.
I gained hands-on experience in business strategy development, learning how to create business plans and analyze industry trends. I was also trained in consulting services, including client engagement, market research, and understanding how consulting firms operate. Additionally, I learned about human resource management, including recruitment and workforce planning.
Technical skills acquired include proficiency in Microsoft Office Suite, especially Microsoft Word, for drafting business reports. I also learned market analysis, operational planning, financial accounting, and technology auditing. Furthermore, I was trained in data analysis, troubleshooting, and office equipment maintenance.
I developed strong client management skills, understanding how to execute marketing campaigns and provide strategic business solutions. The training enhanced my ability to analyze business operations and industry trends effectively.
Overall, this experience bridged the gap between theory and practice, equipping me with essential business and consulting skills for future career growth.

4.2 Challenges Faced
Challenges Faced During My SIWES
1. Difficulty in Securing a Placement – I found it challenging to secure a placement as many organizations had limited space for SIWES students. Some companies rejected my application due to their policies, making the process stressful and time-consuming.
2. Financial Constraints – I faced financial difficulties, particularly with transportation costs and daily expenses during my training. Since my placement was far from my residence, commuting daily without financial support was a burden.
3. Adapting to the Workplace Environment – I initially struggled to adjust to the professional setting, especially in maintaining workplace ethics, punctuality, and adhering to office procedures. It took time for me to adapt to the structured work environment.

		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 direct 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.









