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CHAPTER ONE
1.0	INTRODUCTION TO SIWES
1.1	Background 
Student Industrial Work Experience Scheme The Students Industrial Work Experience Scheme (SIWES), is a skills Development programme initiated by the Industrial Training Fund (ITF), in 1973 to bridge the gap between theory and practice among students of Engineering and technology in Institutions of Higher Learning in Nigeria. It provides for on-the-job practical experience for students as they are exposed to work methods and techniques in handling equipment and machinery that may not be available in their Institutions. 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. 
Student industrial work experience scheme (SIWES) was establish in 1973 to solve the problem of inadequate practical skills preparatory for employment industries commence by graduate from tertiary institution in Nigeria.
Participation in SIWES has become a necessary pre-condition for the award of Diploma and Degree certificates in specific disciplines in most institutions of learning in the country, in accordance with the education policy of government. The SIWES is for four months, SIWES is operated by the ITF, the coordinating agencies (NUC, NCCE, NBTE),employers of labor and the institutions concerned (universities and polytechnics and college of educations).Funded by the Federal Government of Nigeria.	
Moreover, it is to set standard of excellence and effectiveness and after direct training of professionals, technicians. Technologies and entrepreneurs to meet the human resources needs for rapid industrial nation and sustainable economic development of Nigeria, relying on crop of high motivated and competent professional staff using best of breed training technique and modern technology. The School of Vocational Education, Federal College of Education, Okene produced this technical handbook as a field-took for SIWES candidates’ supervisors and stakeholders in the programme.                                          .
	It provides the learners with invaluable consulting tools both in the field and the classroom however emphasis in vocational technical education without adequate actions to develop qualitative and quantitative educational programme is chasing the wind, because of the death of textbooks for SIWES. The school expanded the scope for the student’s guide to include technical references in agriculture, computer science, business education, fine and applied art, home economic and music.
1.2	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
2.1	LOCATION AND BRIEF HISTORY OF THE ESTABLISHMENTS
Apapa is a Local Government Area in Lagos, Nigeria located to the west of Lagos Island. Apapa contains a number of ports and terminals operated by the Nigerian Ports Authority (NPA), including the major port of Lagos State and Lagos Port Complex (LPC).
In its legislation, the NPA itself does not refer to any port called "Port of Apapa", rather it refers to the "Port of Lagos", "Port of Port Harcourt" and "Port of Calabar".
The region of Apapa lies near the mouth of Lagos lagoon, and contains ports and terminals for various commodities such as containers and bulk cargo, houses, offices and a small old disused railway station (Apapa North). It is the site of a major container terminal which was owned and operated by the Federal Government of Nigeria until March 2005, and now is operated by the Danish firm A. P. Moller-Maersk Group. Adjacent to the container port is the Tin Can Island Port, which has ro-ro facilities.
It also houses some refineries like the Bua Group. It also has commercial offices of many shipping, clearing and transportation companies. Other notable buildings include the Folawiyo Towers. Apapa houses the headquarters of the Nigerian newspaper Thisday.
An important bronze hoard of jewellery dating from the 16th Century was found in Apapa in 1907 and is now kept at the British Museum.
In 1950, the development of an industrial and housing estate covering 1000 acres began. The estate was completed in 1957/1958 and it flourished along with the expansion of the Apapa Wharf. The estate once accounted for a large number of industrial and construction workers in Lagos. 
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2.2	OBJECTIVES OF ESTABLISHMENT
· To ensure effective management of the state's workforce by establishing and maintaining appropriate personnel policies and procedures. 
· To develop the skills and competencies of government employees through training and development programs, enhancing their performance and productivity.
· To regulate employment practices within the state government, ensuring compliance with relevant laws and regulations.
· To provide opportunities for career development and advancement within the state civil service, encouraging employee loyalty and commitment.
· To promote efficiency and effectiveness in the delivery of government services through the recruitment, training, and deployment of competent personnel.
· To assist in the formulation and implementation of policies relating to human resource management within the state government.
· To foster positive labour relations between the government and its employees, promoting a harmonious working environment.
· To strengthen the institutional capacity of the state government by ensuring the availability of skilled and competent personnel.
· To support public service reforms aimed at improving service delivery, transparency, and accountability in the state government.
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CHAPTER THREE
3.1	WORK DONE AT INDUSTRIAL TRAINING
WEEK 1
		I was introduced  to the Head of Admin & HR office and other member of staffs of the human resources department
WEEK 2	
Discussion about leave matters, annual leave, maternity leave, paternity leave
WEEK 3
		I was taught on retirement of  payment voucher, Filling of increment forms of the carriers officers and dispatched, recording of files for the staffs.
	WEEK 4
	How to dispatchers of approval letters that was brings to the registry office, training on filling of leave form and arrangement of files in order.
	WEEK 5
		Recording of payment vouchers and making update of what was discussed in meeting, 
 WEEK 6
		I was taught to type document name: Mr Kayode Gbolahan, Tracing of files, recording of file, despatch files.

WEEK 7
		Typing of official document, despatch files, tracing files, typing of retired benefits, dispatch files.
WEEK 8 
		Recording files, tracing files, despatch files, typing official document, dispatch files.
	WEEK 9
		I was transferred to H.R Department, by learning on how to hire, train and manage workforce
WEEK 10
		Filing system
Using of physical filing system
WEEK 11
	Learning on Filling system by using Numerical filling system how to make use of numerical filing as a method of organizing files and its examples
WEEK 12
	Learning on how to make use of subject-based filing as a method of organizing files and its examples
WEEK 13
		Processing of death gratuity for decreased offices, recording files, dispatch files, tracing files.


WEEK 14
	Learning of aspect of maintaining good filing system and regular reviewing of files s as to be in order
WEEK 15
		Learning about the types of office equipment and their uses and mail room equipments
WEEK 16
	I was taught to type document Name: Mr.  Olaleye Olugbemigbe, tracing files, recording files, dispatch files.

CHAPTER FOUR
4.1	RELEVANCE OF THE PROGRAMME
	My experience during the programme will surely help me as an office manager, most especially the aspect of Typing and dispatching of office files.
It provides on-the-job practical experience for students as they are exposed to work methods and techniques in handling equipment and machinery that may not be available in their institutions. The scheme also prepares students for work situation they are likely to meet after graduation. 
	The programme is beneficial to me as student and it prepares me to know more in the aspect of my study and also in the aspect of technology.
	It also exposes me to work experience, and how to relate with people and my supervisor. I learnt how to apply knowledge in oral work situation.
	I gained more knowledge especially when its practical aspect of the training. I learnt so many things on my SIWES and some theoretical aspect, which I did not know before but with the help of this programme it really exposes me to many things.
4.2	EXPERIENCE GAINED

DISPATCHER OF FILES
For Physical Documents
Organizing of Filing System
Categorization: Divide files based on categories such as projects, departments, urgency levels, or any other criteria that suit your organization's needs.
Labeling: Clearly label all files and folders for easy identification. Consider color-coding for added efficiency.
Implement a Check-Out System
· To keep track of physical documents, implement a check-out system where employees record when they take a file and when they return it. This can be a logbook or a digital tracking system.
Secure Dispatch Mechanism
· For sending documents within the building, use internal mail systems or designated staff to ensure secure and timely delivery.
· For external dispatch, use trusted courier services and track the shipment.
Regular Audits
· Periodically check the physical filing system for misplaced or unreturned files to maintain order and ensure accountability.

For Digital Files
Use a Document Management System (DMS)
· Implement a DMS that allows for easy storage, categorization, and sharing of files. Ensure it has features for access control, versioning, and audit trails.
File Naming and Organization
· Develop a standardized naming convention for files and folders to ensure consistency and ease of search.
· Organize files in a hierarchical structure that mirrors your organization's workflow or project structure.
Permissions and Access Control
· Set appropriate permissions for files and folders to ensure that employees can only access what they need. Use groups or roles for easier management.
· Regularly review permissions, especially after role changes or project completions.
Secure File Sharing
· Use secure methods for sharing files both internally and externally. Encourage the use of encrypted email, secure file transfer protocols, or DMS sharing features.
· Avoid using unsecured methods like personal email or unencrypted USB drives for sharing sensitive information.
Backup and Recovery
· Ensure that all digital files are regularly backed up and that there's a clear process for data recovery in case of loss or corruption.
Training and Awareness
· Regularly train staff on the proper use of the filing and dispatch system, emphasizing the importance of data security and proper file handling.
ADMIN WORK
Office Administrator 
An Office Administrator is a professional who oversees operations across their organization’s office. They are responsible for welcoming visitors, coordinating meetings, appointments and directing various administrative projects. 
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Figure 3.1	Pictorial view of An Administrator
Office Administrator responsibilities include:
· Coordinating office activities and operations to secure efficiency and compliance to company policies
· Supervising administrative staff and dividing responsibilities to ensure performance
· Keep stock of office supplies and place orders when necessary
HUMAN RESOURCES DEPARTMENT WORK
Human resources (HR) is the division of a business that is charged with finding, recruiting, screening, and training job applicants. It also administers employee benefit programs.
HR plays a key role in helping companies deal with a fast-changing business environment and a greater demand for quality employees in the 21st century.
An HR department is an essential component of any business, regardless of an organization’s size. It is tasked with maximizing employee productivity and protecting the company from any issues that may arise within the workforce.
HR responsibilities include compensation and benefits, recruitment, retention, firing, and keeping up to date with any laws that may affect the company and its employees.
Human resources department works are;
· Managing and using people effectively
· Tying performance appraisal and compensation to competencies
· Developing competencies that enhance individual and organizational performance
· Increasing the innovation, creativity, and flexibility necessary to enhance competitiveness
· Applying new approaches to work process design, succession planning, career development, and interorganizational mobility
· Managing the implementation and integration of technology through improved staffing, training, and communication with employees
4.2.1	 EQUIPMENT USED
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Figure. 4.1: Laptop
Uses: Essential for most office tasks, including word processing, data entry, and communication.
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Figure 4.2: Printer
Uses: Used to make print of documents.
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Figure 4.3: Stapler
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Figure 4.4: Cpu
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Figure 4.5: Thumbtack
Uses: Finding professionals for tasks like plumbing, electrical work, cleaning, and home repair.

CHAPTER FIVE
Summary, Problem Encountered and Recommendation
5.1	Summary
Student Industrial Work Experience Scheme (SIWES) was organized by federal government of Nigeria to give much experience and exposing of higher institution in various fields of life. This programme is mainly organized for higher institution students in much department to acquire the students with practical music experience on the field, to prepare students towards the possible challenges after graduation, and also to be exposed to some equipments or instruments that may not be available in the school which develop our practical form of learning.

5.2	Problem encountered during the Program
I thank God who give me the privilege to see the end this SIWES program and also I thank God for the organizers of this type of program, although it look stressful and entail some financial challenges to buy practical material for use. Sometime no much facility to teach and enroll on practical, and sometime don’t know what to do 

5.3	Recommendations
I recommend this (SIWES) that government should try to pay for the I.T students and also provide equipments for them to aid effective learning and more learning experience.
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