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CHAPTER ONE
1.0	INTRODUCTION TO SIWES
SIWES (Student Industrial Working Experience Scheme) was established by 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. 
Participation in Industrial Training is a well-known educational strategy. Classroom studies are integrated with learning through hands-on work experiences in a field related to the student’s academic major and career goals. Successful internships foster an experiential learning process that not only promotes career preparation but provides opportunities for learners to develop skills necessary to become leaders in their chosen professions. 
One of the primary goals of the SIWES is to help students integrate leadership development into the experiential learning process. Students are expected to learn and develop basic non-profit leadership skills through a mentoring relationship with innovative non-profit leaders.
By integrating leadership development activities into the Industrial Training experience, we hope to encourage students to actively engage in non-profit management as a professional career objective. However, the effectiveness of the SIWES experience will have varying outcomes based upon the individual student, the work assignment, and the supervisor/mentor requirements. It is vital that each internship position description includes specific, written learning objectives to ensure leadership skill development is incorporated.
Participation in SIWES has become a necessary pre-condition for the award of National Diploma in specific disciplines in most institutions of higher learning in the country, in accordance with the education policy of government.
Operators - The ITF, the coordinating agencies (NUC, NCCE, NBTE), employers of labour and the institutions.
Funding - The Federal Government of Nigeria
Beneficiaries - Undergraduate students of the following: Agriculture, Engineering,
Technology, Environmental, Science, Education, Medical Science and Pure and Applied Sciences.
Duration - Four months for Polytechnics and Colleges of Education, and Six months for the Universities.

1.2	HISTORY OF SIWES
The government’s decree No. 47 of 8th Oct, 1971 as amended in 1990, highlighted the capacity building of human resources in industry, commerce and government through training and retraining of workers in order to effectively provide the much needed high quality goods and services in a dynamic economy as ours (Jemerigbo, 2003). This decree led to the establishment of Industrial Training Fund (ITF) in 1973/1974.
The growing concern among our industrialists that graduates of our institutions of Higher learning, lack adequate practical background studies preparatory for employment in industries, led to the formation	 of students Industrial Work Experience Scheme (SIWES) by ITF in 1993/1994 (Information and Guideline for SIWES, 2002). ITF has as one of its key functions; to work as cooperative entity with Industry and commerce where students in institutions of higher learning can undertake mid-career work experience attachment in industries which are compatibles with student’s area of study (Okorie 2002, in Asikadi 2003). The Students Industrial Work Experience Scheme (SIWES) is a skill Training programme designed to expose and prepare students of Agriculture, Engineering, Technology, Environmental, Science, Medical Sciences and pure and applied Sciences for industrial work situation which they likely to meet after graduation. Duration of SIWES is four months in Polytechnics at the end of NDI, four months in College of Education at the end of NCE II and six months in the Universities at the end of 300 or 400 or 500 levels depending on the discipline (Information and Guidelines for SIWES, 2002).

1.3	AIM AND OBJECTIVES OF SIWES
1. SIWES will provide students the opportunity to test their interest in a particular career before permanent commitments are made.
2. SIWES students will develop skills in the application of theory to practical work situations.
3. SIWES will provide students the opportunity to test their aptitude for a particular career before permanent commitments are made.
4. SIWES students will develop skills and techniques directly applicable  to their careers.
5. SIWES will aid students in adjusting from college to full-time employment.
6. SIWES will provide students the opportunity to develop attitudes conducive
to effective interpersonal relationships.
7. SIWES will increase a student's sense of responsibility.
8. SIWES students will be prepared to enter into full-time employment in their area of specialization upon graduation.
9. SIWES students will acquire good work habits.
10. SIWES students will develop employment records/references that will enhance employment opportunities.
11. SIWES will provide students the opportunity to understand informal organizational interrelationships.
12. SIWES will reduce student dropouts.
13. SIWES Students will be able to outline at least five specific goals with several staff members by comparing performance with job duties and develop a draft plan with staff to accomplish performance needs, supervision plan and rewards.
14. SIWES Students will be able to develop a draft agency or project budget and will be able to identify methods of obtaining revenue to support the budget.
15. SIWES Students will be able to provide tools to use in prioritizing tasks of an assigned project and create with staff a tentative schedule for completion based on these tasks.
16. SIWES Students will be able to develop a model policy that gives current front-line leaders the permission and expectation to work with other staff on conflict resolution and explain how this works to current front line leaders.
17. SIWES Students will be able to describe different skills leaders can use to Foster commitment and collaboration with both internal and external constituents.
The 6 months Students Industrial Work Experience Scheme (SIWES) which is a requirement for the completion of my course of study, Information Communication Technology, was undertaken at (Name of organization). 
I was industrial trained (SIWES) at the Information & Communication Technology (ICT) Department. The Industrial Training was based on working with Personal Computers, Engineering, Web designing, and Internet intraction. The
installation of software’s, repair and also preventive maintenance of devices were part of my job description.


CHAPTER TWO
2.0	DESCRIPTION OF THE ESTABLISHMENT OF ATTACHMENT
FINTECH INNIVATION HUB is a private ICT firm that was established by an Information and Communication technology professional who specialize in activities such as:
· Information technology (IT) seminars
· Internet service providers (ISP)
· Cyber café set-up and management
2.1	LOCATION AND BRIEF HISTORY OF ESTABLISHMENT
	FINTECH INNIVATION HUB  is an information technology company dedicated to business success through long-term relationship with their client and staff. NO. 17, TEJUSHO ROAD YABA LAGOS

2.2	OBJECTIVES OF THE ESTABLISHMENT
	As an information technology based establishment, FINTECH INNIVATION HUB  main objectives is to provide a stress free avenue for all online transactions. Others important objectives include:
· To provide internet services
· To deploy very small aperture terminal (VSAT)
· To provide information sharing to employers.
· To organize information technology seminars



2.3	ORGANIZATIONAL STRUCTURE
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CHAPTER THREE
3.0 	SKILLS AND KNOWLEGDE ACQUIRED 
APPLICATION PACKAGES
MICROSOFT WORD
Is an application software produce. It is an office application, severs and services for Microsoft windows and OSX operating system. The Microsoft office serves bigger platform for smaller application like Microsoft word, Microsoft excel, word pad, note pad, Microsoft power point, Microsoft publisher. 

FEATURES/ELEMENTS OF MICROSOFT WORD
1. Title bar
2. Menu bar
3. Standard tools bar
4. Formatting bar
5. Document window
6. scroll bar
7. Vertical/horizontal Ruler bar
8. Status bar 
9. Task bar
10. Microsoft office button.





 (
            STANDARD TOOL BAR
)AN OVERVIEW SCREEN OF MICROSOFT WORD WINDOW
 (
OFFICE BUTTON
) (
MENU BAR
) (
FORMATTING BAR
) (
TITLE BAR
) (
RULER BAR
)[image: ]

 (
         SCROLL BAR
)







 (
          HORIZONTAL SCROLL BAR
) (
START BUTTON
) (
                STATUS BAR
) (
                               DOCUMENT WINDOW
)
 (
       TASK BAR
)


Under Microsoft Word (Version 2007/2010), the menus are Home, insert, page layout, references, mailing, review, view, Help etc.
I was introducing to the package and everything about the package was taught. Then I was taught on how to set up a page before typing, how to insert a table, page number, header and footer, sentence spacing.
And also I was taught on how to bold, underline, italicize, and sentence alignment, font size, font style, and font color.
I also did typing of promotion list from junior staff to senior staff, typing of payment schedule of the staff, typing of appointment letter, typing of agenda of finance and general purpose meeting, typing of attestation letter, printing and photocopying.
Microsoft word has really contributed to my typing skill and abilities and given me more knowledge on the entire package. With Microsoft word I can boost anywhere and said I can manipulate data and information and I can also boost and said I can type very well with the help Microsoft word.

MICROSOFT EXCEL
Excel:- is a spread sheet charting and data base application. It enable users or operators to carry out logical and arithmetic operations e.g. (simply/complex calculations). And it is developed by Microsoft Office. It contains rows and columns and organized data, manipulate arithmetic operations. It provides answers to statistical and financial problems.
FEATURES/ELEMENTS OF MICROSOFT EXCEL
1. Title bar
2. Menu bar
3. Standard tools bar
4. Formatting bar
5. Formula bar
6. Work book
7. Status bar
8. Task bar
9. Office button
10. Vertical and horizontal scroll bar
TERMINOLOGIES IN MICROSOFT EXCEL 
1. Work sheet
2. Spread sheet
3. Cell
4. Cell address
5. Cell pointer
In the field of information technology. I was lecture on how to make use of  Microsoft word application for letter delivery to employers in the organization. 
What learnt form Microsoft word and Excel 2007
Type using Microsoft word
Serve letter of notification to department
Enter statistical data on Microsoft Excel
Analysis data inserted with Excel calculation formula
i.e. =sum(C1:C5), =AVEGRAGE(D1,D2,D3)

MICROSOFT EXCEL INTERFACE
[image: C:\Users\MAGICTECH\Desktop\EXCELL.png]



MICROSOFT POWERPOINT 
The Microsoft PowerPoint is also a program package, which enable computer user to create presentation and also to view presentation which are already available in which presentation are being inserted. 
The following are the steps to enter the Microsoft power point environment: 
I. Click on the start button 
II. Select program 
III. Click on Microsoft PowerPoint 
Double click on the Microsoft PowerPoint on the desktop. Or Right click on Microsoft PowerPoint, select open from the dialog box. It will open up the environment immediately. 



COREL DRAW
CorelDraw (styled CorelDRAW) is a vector graphics editor developed and marketed by Corel Corporation. It is also the name of the Corel graphics suite, which includes the bitmap-image editor Corel Photo-Paint as well as other graphics-related programs.
COREL DRAW INTERFACE
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CHAPTER FOUR
4.0	SUMMARY, RECOMMENDATION AND CONCLUSION
4.1	SUMMARY
Challenges that I was confronted with at the helpdesk were mainly centered on poor inter-personal relationship between the IT students. This was put in check via the intervention of our superiors through discussion and meeting. Also, when users call in, some of them are either rude and talk impolitely, or most do not even know how to table their complaint. So I was told to try and be patient and understanding with some of these users. 
At the workshop, the major problems were due to the fact that the software we use was outdated. And there was a problem getting genuine software and applications for users. As such we resulted in purchasing substandard software or downloading them from the internet, which takes a lot of time. There was also a time when the number of IT students at the workshop was small and this resulted to some students being overworked. More students were however brought on during the course of my stay. One of the major points in my IT was that we were divided into groups and given project topics on which we were to source for materials either from the internet or libraries after we are to deliver a presentation and this really afforded us the opportunity to gain things which the staff(s) will not be able to teach us due to the nature of their job.

4.2	CONCLUSION
This industrial training has afforded me the basic practical and theoretical
knowledge that I may not have gotten from the lecture room. It also gave me the opportunity to have a feel of what it would be like after graduation when I start working. 
After my internship programme
• I can effectively handle the demands a help desk of any Organization I find
myself in future.
• I can effectively assist in the presentation of data and information 
• I can effectively plan, control and supervise any organisaton and it will held positive result 
• I can carry out repair works on computer systems and accessories, which includes printers and scanners.
Other benefits include:
Good working ethics: As a result of the close working relationship I had with the ICT manager, I have been able to imbibe good working ethics. These ethics includes been able to handle situation with little or no help, being able to provide solutions to lingering problems, etc.
Career Path: I have been able to use this training to explore various avenues
available at my disposal career-wise. It has given me the opportunity to have a look into the future and access my readiness for employment or entrepreneurship.
Finally the internship has bridged the gap between academic theory and practical and has built a good degree of confidence especially in my abilities to perform. It has also given me a first-hand experience of the entire information and communications technology industry
I can confidently say that the experience gotten from this training was a worthwhile experience. 
4.3	RECOMMENDATION
For subsequent trainees being taken up by the company, I strongly recommend a more stringent supervision of their training program, especially by the Human Resources Department. This will go a long way in ensuring that trainees do not lose focus and will constantly remind them that their services to the company remain valuable. 
Also I suggest ITF should liaise with some companies where they will take up students for industrial training. This will help students who find it difficult to find attachments or who end up in companies where they do nothing.
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