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PREFACE
This contain a written report of the work done by me during the three months industrial attachment with one of the best media organization at SFZ RESOURCES NIGERIA, LIMITED.
The work goes further to shape the experience I had in the station. This summarize all other things I learnt and problems encountered by me, my recommendations and conclusion of all my work.
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[bookmark: DEDICATION]DEDICATION
In our lives, four set of people matters the most. First and greatest is the Almighty god who created me into the world.
The second set is our family, the people that brought us into the world, support us and stay with us no matter what condition we are.
The third set are our friends, the people who helps when we were down and need someone to talk to.
The last set are our teachers, lecturers and mentors. The people that we acquire knowledge from, people that train us and educate us in order to prepare us to achieve our goals.
To them I dedicate my report to.
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
The Student Industrial Work Experience Scheme (SIWES) is a program initiated by the Industrial Training Fund (ITF) to bridge the gap between theoretical knowledge acquired in the classroom and practical application in a real business environment. As a student of Business Administration and Management, the program provides valuable insights into the day-to-day operations of a business organization.
1.2 Objectives of the SIWES
· To gain practical experience and understand the business environment.
· To apply theoretical knowledge in real-life business scenarios.
· To develop interpersonal, communication, and administrative skills.
· To observe and participate in the functions of different departments.
· To better understand business operations and decision-making processes.




1.3 Importance of SIWES
SIWES is important as it helps students:
· Become familiar with workplace practices.
· Build networks and professional relationships.
· Prepare for future employment.

CHAPTER TWO
ORGANIZATIONAL PROFILE
2.1 Name and Location of the Organization
Organization: SFZ RESOURCES NIGERIA, LIMITED
Location: No. 45, Ilorin South, Kwara State, Nigeria.
2.2 History of the Organization
SFZ Resources Nigeria, Limited. was established in 2015 as a private limited liability company. It began as a small retail company and has expanded into importation, exportation, consultancy, and supply chain services.
2.3 Mission and Vision
Mission: To provide innovative and cost-effective business solutions.
Vision: To become a leading global player in business services and consultancy.
2.4 Organizational Structure
The organization is structured into several departments including:
· Administration
· Marketing


· Human Resources
· Finance and Accounts
· Customer Service
· Each department is headed by a manager who reports to the General Manager.


CHAPTER THREE
WORK DONE AND EXPERIENCE GAINED
3.1 Departmental Functions and Duties
During the training, I was assigned to various departments to gain broad exposure.
a. Administrative Department
Managed documentation and filing.
Scheduled meetings and maintained diaries.
Handled internal memos and correspondence.
b. Marketing Department
Participated in marketing campaigns and promotions.
Helped develop content for advertisements.
Collected and analyzed customer feedback.
c. Human Resource Department
Assisted in staff recruitment and onboarding.
Maintained employee records.
Participated in training sessions and employee welfare planning.

d. Accounts Department
Prepared invoices and receipts.
Maintained petty cash records.
Assisted in bank reconciliations.
3.2 Experience Gained
Improved understanding of business operations.
Gained proficiency in Microsoft Office tools.
Enhanced communication and organizational skills.
Learned the importance of time management and teamwork.
Acquired basic knowledge of financial documentation.








CHAPTER FOUR
CHALLENGES ENCOUNTERED AND SOLUTIONS
4.1 Challenges
· Adapting to the fast-paced work environment.
· Managing multiple tasks under pressure.
· Limited access to confidential business data.
· Initial difficulty with business terminologies.
4.2 Solutions
· Asked questions and sought help from supervisors.
· Took notes and reviewed them regularly.
· Attended in-house training and presentations.
· Engaged in self-study to improve business knowledge.


CHAPTER FIVE
CONCLUSION AND RECOMMENDATIONS
5.1 Conclusion
The SIWES program was a rewarding experience that provided a bridge between theoretical learning and practical exposure. I was able to learn, contribute, and grow in various aspects of business administration. The internship helped prepare me for future roles in the corporate world.
5.2 Recommendations
Organizations should provide more mentorship opportunities for interns.
Students should take SIWES seriously and approach it as a career-building experience.
Schools should create forums for SIWES students to share experiences.
The ITF and academic institutions should monitor placement quality more closely.



