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CHAPTER ONE
1.0       INTRODUCTION
1.1	 HISTORICAL BACKGROUND OF SIWES
The Student Industrial Work Experience Scheme (SIWES) is a training program developed to give students practical exposure to the real working environment in their field of study. It serves as a bridge between the theoretical knowledge acquired in the classroom and the practical application of that knowledge in the industry.
As a student of Procurement and Supply Chain Management, I was placed at BESKE GLOBAL SERVICES, where I gained valuable hands-on experience in both administrative and technical tasks. The training was focused on two key areas:
1. Procurement and supply processes – such as documentation, vendor relations, and office organization.
2. ICT/computer literacy – including typing, basic design, and computer operation, which are essential for supporting procurement documentation and communication.
The importance of this training lies in preparing students like me for future employment by developing real-world skills that are relevant and applicable in modern business environments. It also enhances confidence, productivity, and adaptability in professional settings.

SIWES 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 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 	OBJECTIVES OF SIWES
Siwes is introduced base on the following objectives:
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.
SIWES Students will be able to describe different skills leaders can use to Foster commitment and collaboration with both internal and external constituents.
1.3    IMPORTANCE OF SIWES
SIWES helps students to:
· Understand industrial work ethics and discipline.
· Gain relevant job experience before graduation.
· Enhance their employability skills.
· Improve their ability to work in a team.










CHAPTER TWO
     COMPANY PROFILE
BESKE GLOBAL SERVICES  involved in general procurement and supply services, including the purchase and distribution of goods, office stationery, electronics, branded items, and professional services. The organization serves individuals, schools, and small businesses.
Departments Involved in My Training:
· ICT/Computer Section: Focused on training staff and interns in typing, document design, and system operation.
· Procurement Office: Responsible for receiving orders, preparing quotations, placing supply requests, and handling vendor/supplier relations.
Organizational Structure
The company operates with a clear structure that allows for the smooth coordination of tasks between the ICT and procurement teams. While the procurement office handles external sourcing, the ICT department supports internal documentation, typing, printing, and digital communications. This structure enabled me to understand how digital skills complement procurement duties, especially when preparing purchase orders, quotations, and delivery notes.


	















CHAPTER THREE
TRAINING ACTIVITIES / EXPERIENCE GAINED
This chapter outlines all the skills and knowledge I acquired during my SIWES training.
1. Mavis Beacon Typing Software
I was trained using Mavis Beacon Typing Tutor, which helped improve my:
· Typing speed and accuracy
· Finger positioning on the keyboard
· Concentration and posture while typing
I progressed from beginner to intermediate level, and this greatly improved my ability to:
· Type procurement letters
· Prepare purchase orders
· Enter supplier information and quotations
2. Introduction to Design
I learned how to create simple but professional designs using software like:
· Microsoft Publisher
· CorelDRAW
· Canva
With these tools, I was able to:
· Design ID cards, letterheads, business cards, and company forms
· Customize receipts, delivery notes, and supply checklists These tasks are especially useful in a procurement environment where documents need to look official and professional.
3. Understanding the Windows Operating System
I was introduced to the Windows OS, which is the backbone of most computer systems in business environments. I learned how to:
· Navigate the desktop environment
· Use the Start Menu, Taskbar, File Explorer, and Control Panel
· Install and uninstall basic software
· Adjust system settings to improve usability and performance
4. Common Parts and Properties of a Computer System
I was taught the basic components and functions of a computer system, including:
· Hardware: Monitor, CPU, RAM, Hard Disk, Keyboard, Mouse, Printer
· Software: Operating system, word processors, design software
· System Properties: Checking system specs like processor speed, memory size, installed software
Understanding these helped me troubleshoot basic issues and make better use of system resources when performing procurement tasks.
5. Booting and Shutting Down a Computer
I was taught:
· What is Booting?: The process of starting up a computer.
· Cold Booting: Turning on the system from a power-off state.
· Warm Booting: Restarting the system when it is already on.
· How to Shut Down Properly:
· Save all work
· Close all applications
· Use the “Shut down” option in the Start menu


   



CHAPTER FOUR
RELEVANCE OF THE TRAINING TO PROCUREMENT AND SUPPLY CHAIN MANAGEMENT
The ICT and system-related skills I acquired are directly applicable to the procurement field
✅ Typing and Documentation
In procurement, speed and accuracy in preparing documents like:
· Purchase requests
· Supplier quotations
· Delivery receipts are essential. My improved typing skills made this easier and more efficient.
✅ Digital Design
Branding and professional presentation are important when dealing with vendors. I used my design knowledge to create:
· Letterheads
· Receipt templates
· Company ID cards
These make the organization’s documents more presentable and trustworthy.
✅ Windows OS Operation
Most procurement software runs on the Windows platform. By understanding the OS, I can:
· Use Excel for stock records and supplier tracking
· Use Word for drafting official letters and agreements
· Navigate files to retrieve old documents and reports


✅ System Maintenance
Knowing how to boot and shut down systems properly protects documents from corruption. This is especially important when handling sensitive supply records and invoices.
✅ Troubleshooting and Self-Support
When computers freeze or slow down, I now know basic solutions such as rebooting or checking task manager—reducing dependency on IT personnel and minimizing downtime.













CHAPTER FIVE
CONCLUSION AND RECOMMENDATION
Conclusion
My SIWES experience was a valuable combination of technical skill development and professional exposure. I gained confidence in using a computer, creating official documents, and understanding how daily office routines support procurement functions. This training has strengthened my readiness for the workforce and enhanced my understanding of how digital tools make procurement operations more efficient.
Recommendations
· For Students: Take computer training seriously during SIWES. It is a skill that gives you an edge in any organization.
· For Schools: Encourage pre-SIWES computer literacy programs to give students a head-start.
· For Companies: Continue offering ICT orientation to interns as it builds all-around professionals.
· For Myself: I will continue to practice and improve my typing, design, and digital skills to stay up-to-date with modern procurement technology.

