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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.
       



1.2 [bookmark: _GoBack]  Aims and Objectives Of SIWES
1. To provide students with industrial skills and needed experience while the course of study.
2. To create conditions and circumstances, which can be as  close as possible to the actual workflow;
3. To prepare specialists who will be ready for any working situations immediately after graduation;
4. To teach students the techniques and methods of working with facilities and equipment that may not be available within the walls of an educational institution;
     




CHAPTER TWO
DESCRIPTION OF GOVERNOR'S OFFICE
2.1:  Location, Objectives and Brief History of Governor's Office
Brief History of Office of Head of Service
Kwara State Office of Head of Service was created in 1979 following the creation of Kwara State in 1967. The Civil Service Reform of 1988 merged the Office and functions of Head of Service with that of Secretary to the State Government throughout the Federation. The satus of Office of Head of Service and the appointment of Head of Service from among career Civil Servant was restored through the 1997 Civil Service Reforms and considered a political. 

»   Objective of The Office of Head of Service
The major objectives of the office of Head of Service is to ensure effective, efficient and affective service delivery in MDAs through the provision of adequate service infrastructure and service personnel and the institution of service policies of appointments deployment, training, personnel record and industrial relations and Civil Service, Pension Schemes and promotion of espirit-de-corps.

»   VISION
   "Effective, Efficient and affective service delivery
»   MISSION
    "Ensure sustainable quality Service"        

»    PARASTATAL
There are two parastatals under Office of the Head of Service headed by a Director and, Executive Secretary respectively, which are:
(1) Staff Development College.
(2) Kwara State Pension Board.
     
2.2:  Organizational Structure of The Office of Head of Service
Within the Framework of the Federal Government white paper, 1997 of the ayida report on Civil Service Reform. Office of the Head of Service has two permanent secretaries, namely:
(1) Service Welfare
(2) Establishment & Training.
-Each permanent Secretary has three and two departments respectively, headed by a Director. The departments in each directorate are as stated below:
(a)  Service Welfare Directorate.
(I)    Administration and Finance Department.
(Ii)   Staff Matters DepartmentsDepartment.
(Iii)   Planning, Research and Statistics Department.
(b)  Establishment & Training Directorates.
(I)   Management Services and 
(Ii)  Training Establishment, Pension & Industrial Relations 
     Department.

CHAPTER THREE
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT OFFICE OF HEAD OF SERVICE
During my SIWES training, I gained valuable insights into workplace ethics, teamwork, and professionalism. I familiarized myself with different computer systems and their functions, including setting up connections between CPUs and printers. Additionally, I practiced correctly loading paper into printers to ensure seamless operation.
I acquired hands-on experience in handling both incoming and outgoing mail, including emails sent by permanent staff to the director, which strengthened my organizational and record-keeping abilities. Furthermore, I developed proofreading skills to review typed documents for accuracy and eliminate errors.
My training encompassed printer maintenance, such as replacing cartridges and refilling toner. I also learned how to type and print on A4 paper, create folders in Microsoft Word, and systematically arrange documents. Through practical application, I improved my familiarity with control keys and their functions. I became proficient in drafting curriculum vitae and application letters.
Additionally, I mastered the use of a photocopier for document duplication and learned how to perforate paper or files to prevent misplacement. I also developed skills in transferring files from computer systems to mobile devices and maintaining records in an organized manner, both alphabetically and departmentally.
I was trained in properly arranging documents for quick access and retrieval, as well as maintaining an accurate staff record system to support efficient office administration. My expertise in using a photocopier improved, ensuring accurate and error-free duplication of documents.
My training included creating spreadsheets for data entry, sorting and filtering information, and utilizing Microsoft Excel for basic calculations and data analysis. I also learned how to handle confidential documents securely while ensuring data integrity.
Another essential skill I acquired was composing professional emails and formal correspondence to enhance communication. I was introduced to file compression techniques to optimize storage and facilitate efficient document sharing. Additionally, I developed basic troubleshooting abilities to resolve minor technical issues, such as network connectivity problems and printer malfunctions.
Working in an open office environment enhanced my workflow and communication skills. I also learned how to draft minutes of meetings, an essential skill for recording discussions and decisions. Furthermore, I deepened my understanding of teamwork, time management, and the significance of meeting deadlines in a professional setting.




CHAPTER FOUR
SUMMARY AND CHALLENGES ENCOUNTERED
4.1   Summary                               
      The SIWES program provided me with invaluable practical experience in an office environment. I developed technical skills such as document preparation, printer maintenance, email communication, spreadsheet management, and troubleshooting minor system issues. Additionally, I gained knowledge in maintaining staff records, organizing files systematically, and handling confidential information securely. My communication, teamwork, and time management skills improved significantly through collaborative tasks and an open office layout. The hands-on training helped bridge the gap between theoretical learning and practical application, preparing me for future professional responsibilities
 4.2   Challenge Encountered
1. Problem of searching a place of attachment:- I had some many reason 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
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 diretc 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.
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