
[image: image1.png]



A TECHNICAL REPORT

ON

STUDENT'S INDUSTRIAL WORK EXPERIENCE SCHEME (SIWES)

UNDERTAKEN AT

THE HEAD SERVICE OFFICE OF HEAD OF SERVICE, G.R.A ILORIN KWARA STATE
BY

MOHAMMED AISHA
ND/23/OTM/PT/0049
SUBMITTED TO THE
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT,

INSTITUTION OF INFORMATION AND COMMUNICATION 

TECHNOLOGY, (IICT)

KWARA STATE POLYTECHNIC, ILORIN

IN PARTIAL FULFILLMENT OF THE REQUIREMENTS FOR

THE AWARD OF NATIONAL DIPLOMA (ND)

IN OFFICE TECHNOLOGY AND MANAGEMENT

SEPTEMBER/DECEMBER 2024
DEDICATION

   This Student Industrial Work Experience Scheme (SIWES) report is dedicated to almighty God who made this programme to be a successful one.

My gratification goes to my dear parents MR. AND MRS. MOHAMMED for their prayer, support both financially and morally. May almighty God continue to bless them (Amen).
ACKNOWLEDGMENT

     All thanks, Glorification, adoration and appreciation is given to nobody except Almighty God. The Lord of incomparable, the giver of knowledge, wisdom and understanding to whom he love.
    My appreciation will be incomplete without giving thanks to my amiable Industrial-Based SIWES Coordinator including the staff's and to my SIWES Supervisor for the necessary supervision and comment on my Student Industrial Work Experience Scheme (SIWES) for the successful outcome.

    I'm indebted to my lovely family for their support and word of advice in person of MR. & MRS. MOHAMMED. I pray to Almighty God to spare their life so they reap the fruit of their Labour.

TABLE OF CONTENTS

Title page                                                            




Dedication                                                         





Acknowledgment                                               






Table of contents                                               






CHAPTER ONE 
 1.1 
Background of SIWES            

                   




 1.2

Aims and Objectives of SIWES 
                                     
             

CHAPTER TWO

Description of the Organization  



CHAPTER THREE
Report on Work Carried out and Experiences Gained 
CHAPTER FOUR 






4.1

Summary                                          
4.2

Challenges encountered                                 
CHAPTER FIVE











5.1

Recommendations  
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.

       Therefore participation in SIWES has become a necessary pre-condition for the award of Diploma and Degree certificates in specific disciplines in most institutions of higher learning in the country, in accordance with the education policy of government.
1.2   Aims and Objectives of SIWES 

i. To provide students with industrial skills and needed experience while the course of study.

ii. To create conditions and circumstances, this can be as close as possible to the actual workflow.
iii. To prepare specialists who will be ready for any working situations immediately after graduation.

iv. Make the transition from school to the world of work easier and enhance students contact for later job placement.
v. Provides students with an opportunity to apply their knowledge in actual work situations bridging the gap between theory and practice.
CHAPTER TWO

Description of The Organiztion
2.1
Brief History of th Oganization
The Head Service Office of the Head of Service in Kwara State has a rich history that dates back to the creation of the state in 1967.

Before the creation of Kwara State, the region was inhabited by various ethnic groups, including the Yoruba, Nupe, and Bariba. During the colonial era, the British established administrative structures, including the colonial service, which laid the foundation for the modern civil service.

After Nigeria gained independence in 1960, the federal government established the Office of the Head of the Civil Service of the Federation. This office was responsible for overseeing the federal civil service and providing leadership and direction.

In 1967, Kwara State was created, and the state government established its own civil service. The Head Service Office of the Head of Service was set up to oversee the state's civil service and provide administrative support to the state government.

Over the years, the Head Service Office has undergone significant changes and developments. The office has expanded its mandate to include policy formulation, human resource management, and service delivery. The office has also introduced various reforms aimed at improving the efficiency and effectiveness of the state's civil service.

In recent years, the Kwara State Government has implemented various initiatives aimed at strengthening the state's civil service. These initiatives include the introduction of a new civil service rule, the establishment of a training institute, and the implementation of a performance management system.

The Head Service Office of the Head of Service in Kwara State continues to play a critical role in supporting the state government's development agenda. The office remains committed to providing leadership, direction, and administrative support to the state's civil service. 

2.2
Aim and Objectives
- Policy Implementation: To facilitate the implementation of government policies and decisions across various ministries, departments, and agencies.

- Human Resource Management: To oversee the management of human resources within the state's civil service, including recruitment, training, and development.

- Administrative Support: To provide administrative support to ministries, departments, and agencies, ensuring the smooth operation of government business.

- Service Delivery: To promote efficient and effective service delivery across the state's civil service, ensuring that citizens receive quality services.

2.3
Vision and Mission

To build a core of highly focused, disciplined, committed, and patriotic Civil Service totally dedicated to supporting the Government in the development of a strong, united, and virile Nigeria.

CHAPTER THREE

Report on Work Carried Out and Experiences Gained 
3.1
Report on Work Carried Out 

Introduction and orientation for from the coordinator on how to behave and communicate in the office. All the system are showed to us by our coordinator and we're thought on how to make use of all the system, we were ask to typed alphabetical with the use of rows and column, we were thought on how to connect all the system to the (c.p.u) especially how to connect printer to c.p.y for easy print out, we were thought on how to insert paper inside printer most especially how to insert letter headed and how to print on it, The coordinators demonstrated the various systems of the training center and explain their functions, I was fortunate enough to tour other departments at the training center one of which was the typing pool. I had the chance to learn how to type using Microsoft word, I was instructed on how to record incoming and outgoing mail and information, I had the chance to learn about and distinguish between various files types including open files and confidential files.
I was able to acquire skills in proofreading typed documents to detect and prevent error, I learn how to install and load printer cartridges as well as refill them with toner, I was opportuned to know how to make use of control key. I learn to create a new document folder in Microsoft word and how to file on it. I had the chance to learn how to type and print document on A4 paper and how to insert it
I was opportuned to know how to keep track of records and necessary data or information, I was opportuned to have a good work flow and communication because of an open office layout, I was opportuned to know how to write minute of a meeting, I was opportuned to know how to locate a document if it was saved on particular folder for a particular document. I was opportuned to know how to record in departmentally and Alphabetically orders 

CHAPTER FOUR

SUMMARY AND CHALLENGES ENCOUNTERED

4.1   Summary                               

      My three (4) months program at the Kwara state water corporation has been one of the interesting and productive experience in my life. Through this training, I have gained new insight and more comprehensive. It has also improved my skills.

     All these valuable experiences and knowledge that I have gained were not only acquired through the direct involvement in task but also through other aspect of the training such as work, observation, interaction with colleagues, superior and other people related to the field.

     As a result of the program I am more confident to build my future career which I have started with Kwara state water corporation.
4.2   Challenge Encountered

(1)  Problem of searching a place of attachment:- I had some   problems when searching for a place of attachment 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
5.1
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.

iv | Page

