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ABSTRACT

This report is a summary of all work experience I have been able to gather during my SIWES

training programme at IKOTUN - IGANDO LOCAL GOVERNMENT COUNCIL.

The report report covered the experience acquired outside the institution as a challenge to be
exposed to industrial sector after graduate as a basic knowledge acquired in admire Public
Administration institute for four (2) months. Having acquired Knowledge on Administration
Office Experience Administrative Operations and Record-Keeping, Communication and
Customer Service and Public Interaction, Time Management and Task Prioritization, and given

me the privilege to participate in the practical aspect of what 1 have learn during the program.
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CHAPTER ONE
INTRODUCTION

1.0 HISTORY OF SIWES

The Student Industrial Work Experience Scheme (SIWES) is a program in Nigeria that
gives university, polytechnic, and technical college students the opportunity to gain work
experience in their chosen field. The program is run by the Industrial Training Fund (ITF), and
aims to improve the quality and standards of education in Nigeria. SIWES was established in
1971 to help the country achieve technological advancement, and has been shown to have a

positive impact on the country's economy and workforce.

Over the years, SIWES has contributed immensely to building the common pool of
technical and allied skills available in Nigeria economy which are needed for the nation’s
industrial development. Furthermore, the place and relevance of SIWES is underscored by the

fact that the scheme contributes to improving the quality of technical skills.

Operators: The ITF, the coordinating agency (N.U.C, N.C.C.E, N.B.T.E). Employers of labours

and the institutions.
Funding: It is funded by the federal government of Nigeria.

Beneficiaries: Under graduates student of the following institutions; Agriculture, Engineering,

Technology, Environmental, Sciences and Education etc.

Duration: Four months for the polytechnics and colleges of education and six months for

universities.

1.1 OBJECTIVES OF THE SIWES

The objectives of the Student Industrial Work Experience Scheme (SIWES) are:

1. To provide students with the opportunity to gain practical experience in their field of study.

2. To prepare students for the transition from education to the workplace.

3. To bridge the gap between theory and practice by exposing students to real-world work-situations.
4. To provide students with opportunities to develop their skills and knowledge.

5. To create a stronger connection between education and the world of work.



CHAPTER TWO

2.0 DESCRIPTION OF THE ESTABLISHMENT OF ATTACHMENT

Ikotun-Igando Local Government Council was created on the 27th of October, 2003, under the
administration of the then Lagos State Government. The council, located in the eastern part of
Lagos State, serves as a key administrative division in the Alimosho area, one of the largest and

most densely populated regions of Lagos.

Today, Ikotun-Igando Local Government Council is known for its vibrant communities,
improving infrastructure, and economic activities, including commerce, agriculture, and real
estate development. The council continues to focus on enhancing the quality of life for its
residents through sustainable development initiatives, infrastructure upgrades, and various social

programs.

The organizational structure of Ikotun-Igando Local Government Council consist of the

following department:

1. General services and administration
Finance

Education and social services

. Agricultural and natural resources

2
3.
4
5. Media and health

6. Works, housing, land and survey
According to the hand book of local government administration, no local government is allowed

to have more than six department in all.

Therefore any expansion in the local government will be accommodated through sub divisions

below the level of department provided.

Each department is divided into divisions to reflect broad professional areas within a department.
Each branch will be sub-divided into sections to reflects specialized activities within a sub

professional area.



2.1 OBJECTIVES OF ESTABLISHMENT

These function/Objectives include
1. Provision of Quality Public Services
2. Promotion of Infrastructure Development
3. Economic Empowerment
4. Improvement of Security and Safety
5. Sustainable Environmental Management
6. Community Engagement and Welfare
7. Enhancement of Social Amenities
8. Support for Youth and Women Empowerment

9. Fostering Unity and Peace

2.2 MISSION OF THE LOCAL GOVERNMENT
Our reason for existing as a company is to provide unbeatable first choice consistent professional

service solution.

2.3 CORE VALUES

. Services

. Commitment

. Excellence

. Professionalism



24 ORGANIZATIONAL CHART FOR IKOTUN-IGANDO LOCAL GOVERNMENTCOUNCIL

Organizational chart is a diagram showing graphically the relation of one official to another, of
others of a company. It is also used to show the relation of one department for another, or others,

or of one function of an organization to another or others.
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2.5 ROLES OF THE LOCAL GOVERNMENT

In Nigeria, local governments are structured to ensure efficient administration at the grassroots
level. Since central governments cannot effectively govern from the capital alone,
decentralization is essential to bring governance closer to the people. The Ikotun-Igando Local

Government Council exemplifies this system by addressing the specific needs of its residents.

The primary objective of local government is to provide essential services tailored to the unique
demands of the local community. The key roles performed by the Ikotun-Igando Local

Government Council include:



1. Provision and Maintenance of Basic Services:

® Management of primary education, primary health care, and rural water supply.

2. Infrastructure Development and Public Amenities:

® (Construction and upkeep of roads, markets, parks, and drainage systems.

3. Revenue Generation and Tax Collection

® (ollection of taxes, levies, and business permits to fund local projects.

4. Law and Order Enforcement

® Support for security agencies to maintain peace and safety within the community.

® Provision of customary and magistrate court services for dispute resolution.

2.6 SIWES EXPERIENCE AT THE ADMINISTRATIVE DEPARTMENT

During my SIWES (Student Industrial Work Experience Scheme) training at the
Administrative Department of the Ikotun-Igando Local Government Secretariat, I gained
valuable practical experience in:

1. Administrative Operations — Handling daily tasks such as document processing and

official communication.

2. Communication Skills — Engaging with colleagues, government officials, and
community members.
Office Etiquette — Learning professional conduct, including phone and email etiquette.

Customer Service — Assisting citizens with inquiries and providing relevant information.
Organizational Skills — Prioritizing tasks, managing schedules, and maintaining records.

Data Management — Organizing, storing, and securing government documents.

Teamwork — Collaborating with other departments on administrative projects.

® NS koW

Problem-Solving — Identifying challenges in governance and contributing to practical
solutions.

9. Community Engagement — Participating in public outreach and local development
programs.

10. Decision-Making Observation — Understanding the decision-making process in

government operations.

10



CHAPTER THREE
SIWES EXPERIENCE AND ACTIVITIES

3.0 WORKDONE
Overview of Administrative Office Experience

During my SIWES program at the administrative office of the local government, I had the
opportunity to immerse myself in the practical aspects of public administration. This experience
provided valuable insights into the day-to-day operations and responsibilities of the

administrative office, which plays a pivotal role in the functioning of the local government.

3.1 DEFINITION OF LOCAL GOVERNMENT

Local Government:- Is the lowest tier of the government anywhere in the world. It is very

important because of its closeness to the people.

The main purpose of local government is to ensure effective administration at the local
level. It aims to mobilize human and financial resources for local development. A local
government can be considered as a mini-government for a particular political unit or
administrative division in a country. Local governments are responsible for creating a smaller

unit for more effective administration.

They have the legal power to make bye-laws within their jurisdiction and are responsible
for providing services to local communities. Like all unit of the government, the local
government has a clearly defined area, a population, a continuing organization and the authority
to undertake and power to carry out public activities. Local government is normally treated as

legal entity, which means she can sue and be sued and enter contracts.

The 1976 guideline for the local government define local government. “this is the
government at the local level exercised through representative council established by the law of
exercise specific power with a defined area”. The power should be given to the council
substantial control over the local affairs as well as the power to initiate and direct the provision
of services and to determine and implement project so as to compliment the activities of the state
and federal governments in their area, and to ensure true devolution of function to those councils
and their traditional institution and local initiative and respond to local needs and tradition are

maximized.
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3.2 ADMINISTRATIVE OPERATIONS AND RECORD-KEEPING

One of the key aspects of my experience was understanding administrative operations and
record-keeping. I was involved in organizing and managing official documents, ensuring they
were properly categorized, archived, and readily accessible when needed. This exposure
underscored the importance of accurate record-keeping for efficient decision-making and

compliance.

3.3 CUSTOMER SERVICE AND PUBLIC INTERACTION

My time at the administrative office also allowed me to engage with members of the public
seeking government services and information. Assisting citizens with inquiries, understanding
their concerns, and providing relevant information gave me insights into the importance of
quality customer service in building trust and fostering positive relationships between the

government and the community.

3.4 DATA MANAGEMENT AND ETHICAL CONSIDERATIONS

Maintaining accurate data was a significant responsibility within the administrative office. I
learned to handle sensitive information with discretion and uphold ethical standards in data
management. This experience highlighted the need for confidentiality, integrity, and

transparency in handling citizens' data.

3.5 COMMUNITY OUTREACH AND EVENT PARTICIPATION

Participating in community outreach programs and government events exposed me to the local
government's efforts to engage with the community. These experiences showcased the
administrative office's role in facilitating citizen participation, addressing community needs, and

fostering a sense of belonging.

3.6 TIME MANAGEMENT AND TASK PRIORITIZATION
Balancing various tasks and responsibilities underscored the importance of effective time
management and task prioritization. I learned to juggle multiple activities, allocate time wisely,

and meet deadlines—a skill-set that is crucial in a dynamic government setting.

12



CHAPTER FOUR

INTODUCTION TO LEGAL

4.0 LEGAL DEPARTMENT

The Legal Department of Ikotun-Igando Local Government Council (LCDA) plays a crucial role

in ensuring that all government activities comply with legal frameworks, protecting the council's

interests, and providing legal advice on governance matters. This department is responsible for

handling legal issues, drafting policies, representing the local government in legal matters, and

ensuring law enforcement within the LCDA jurisdiction.

Legal refers to anything related to laws, regulations, and the justice system. In the context of

Ikotun-Igando Local Government Council (LCDA), legal functions involve making and

enforcing local laws (by-laws), handling disputes, ensuring compliance with government

regulations, and providing legal advice to the council.

LEGAL RESPONSIBILITIES

The legal department of the LCDA performs several key functions to maintain law and order

within the community. These include:

A. Legal Advisory Services:

Provides legal guidance to the local government chairman, council officials, and
departments.
Ensures that government decisions and policies comply with local, state, and federal laws.

Advises on contract agreements, land disputes, and employment regulations.

B. Drafting and Reviewing Legal Documents

Drafts by-laws, policies, and regulations governing the LCDA’s operations.
Reviews contracts, MoUs (Memorandums of Understanding), and agreements between
the council and external parties.

Ensures compliance with procurement laws when awarding contracts.

C. Enforcement of Local Government By-Laws

Collaborates with law enforcement agencies (police, civil defense, and task force units) to
enforce local regulations.

Oversees sanitation laws, building regulations, market rules, and environmental laws.
Ensures compliance with business licensing, signage permits, and traffic control

regulations.

13



D.Protection of Local Government Assets and Interests

e Monitors land acquisitions, public properties, and infrastructural projects to prevent legal
disputes.
e Protects government-owned properties from encroachment or illegal occupation.

e Advises on revenue collection and taxation laws to ensure proper financial management.

DUTIES PERFORMED BY LEGAL OFFICERS

The Legal Officers working under the Legal Department have several responsibilities, including:

>

Interpreting Laws and Regulations — Ensuring that the LCDA follows constitutional
provisions and state laws.

Preparing Legal Reports — Documenting cases, legal opinions, and policy reviews for
decision-making.

Handling Employee Disciplinary Matters — Addressing legal concerns related to local
government workers.

Defending the Council in Court — Representing the LCDA in lawsuits involving residents,
businesses, or other government bodies.

Conducting Legal Training — Educating council staff on legal compliance, contracts, and
rights.

Participating in Policy Making — Advising on local laws that impact community

development and governance.

CHALLENGES FACED BY THE LEGAL DEPARTMENT

Despite its importance, the Legal Department encounters several difficulties:

>

Delays in Legal Processes — Court cases and dispute resolutions may take a long time to
conclude.

Limited Awareness of Local Laws — Many residents are unaware of their legal
responsibilities, leading to frequent violations.

Land Disputes — Frequent conflicts over land ownership and encroachments cause legal
battles.

Inadequate Law Enforcement — Poor enforcement of by-laws due to lack of personnel or
corruption.

Resource Constraints — The department may face staff shortages, limited funds, or

outdated legal frameworks.

14



4.1 TAX

A tax is a financial charge of or other levy imposed upon a taxpayer (an individual or legal entity
by a state or the functional.

Taxation is a critical function of Ikotun-Igando Local Government Council (LCDA) as it serves
as a major source of revenue for funding public services, infrastructure projects, and community
development. The local government is responsible for collecting various taxes, levies, and fees to
ensure effective governance and service delivery at the grassroots level.

TYPES OF TAXES AND LEVIES COLLECTED

The local government generates revenue through several forms of taxation, which include:

A. Property Tax (Tenement Rate)

e This is a tax imposed on landlords and property owners within the local government area.
e Itisused for maintaining roads, drainage, and other public amenities in residential and

commercial areas.

B. Business Premises and Licensing Fees
o Businesses operating in the LCDA are required to register and pay annual fees to obtain
or renew their operating licenses.

e Includes fees for shops, kiosks, markets, and corporate offices.’

C. Motor Park and Transport Levies
e The council collects fees from commercial transport operators, tricycles (Keke Napep),
motorcycles (Okada), and buses using public motor parks and terminals.
e Funds generated help improve road infrastructure, traffic management, and transport
facilities.

D. Environmental Sanitation Fees

e Residents and business owners pay sanitation levies to support waste collection, drainage
clearing, and environmental hygiene programs.
e Used for purchasing waste disposal equipment and maintaining public toilets.
E. Marriage, Birth, and Death Registration Fees
o The local government charges fees for issuing marriage certificates, birth certificates, and
death certificates.

o These records are essential for legal and administrative purposes.

15



IMPORTANCE OF TAXATION

v

Funds Public Services — Taxes help finance healthcare, education, security, and
infrastructure projects.

Supports Employment — Taxes enable the government to hire more staff for waste
management, security, and administrative functions.

Promotes Law and Order — Proper tax collection ensures businesses and residents
contribute their fair share to local governance.

Encourages Economic Growth — A well-funded local government can provide better

services that attract more businesses and investments.

CHALLENGES OF TAX COLLECTION

Despite its importance, tax collection in the local government faces several challenges:

v

Tax Evasion — Some residents and businesses avoid paying taxes, reducing government
revenue.

Inadequate Awareness — Some citizens are unaware of their tax obligations or the benefits

of paying taxes.

Corruption and Leakages — Mismanagement of funds and illegal tax collection by
unauthorized agents affect revenue generation.

Lack of Proper Documentation — Poor record-keeping makes it difficult to track payments

and defaulters.

STRATEGIES TO IMPROVE TAX COLLECTION

Educating citizens on the importance of taxes through radio programs, community meetings,
and social media.
Implementing electronic payment systems to reduce fraud and ensure transparency.

Offering tax discounts or benefits to businesses that pay their taxes on time.

16



CHAPTER FIVE

SUMMARY, CONCLUSION AND RECOMMENDATION

5.0 SUMMARY

The two-month Student Industrial Work Experience Scheme (SIWES) undertaken at Ikotun
Ignado Local Government council, The program offered a top-tier learning experience in
public administration and governance-related digital systems. This opportunity greatly
strengthened my practical knowledge of administrative processes and broadened my
understanding of Legal, Administration Office Experience Administrative Operations and
Record-Keeping, Communication and Stakeholder Engagement, Customer Service and Public

Interaction, Time Management and Tax, in local government operations.

5.1 CONCLUSION

My SIWES was a very successful one, [ had an insight of the Information Technology world. I
have now known the power of programming and graphics designing. With this, I will be able
set a goal for myself to build a complete website and write codes for different programs. SIWES
as a course has truly exposed me to the challenges faced in a growing I.T world that is

dependent on computers.

5.2 RECOMMENDATION

i.  The school management should consider the fact that students find it difficult to be
admitted to a particular organization for attachment and urge these organizations to
accept students.

ii. The SIWES body should try as much as they can to assist students financially when
carrying out this very industrial attachment.

iii. Place of attachment should try as much as possible to employ educated workers to avoid
code-switching while lecturing.

iv. A mass enlightenment campaign should be carried out, to enable industries and
establishments to know the importance of SIWES to the future of students and the society at

large.
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