[image: C:\Documents and Settings\USER\Desktop\k.p logo.jpg]

A TECHNICAL REPORT
STUDENT INDUSTRIAL WORKING EXPERIENCE SCHEME
(SIWES)
	
Held at
LAGOS MAINLAND LOCAL GOVERNMENT SECRETARIAT 

Prepared by:
ABDULRAUF FATHIA OYINDAMOLA
ON/23/BAM/PT/0456

SUBMITTED TO

DEPARTMENT OF BUSINESS ADMINISTRATION
INSTITUTE OF FINANCE AND MANAGEMENT STUDIES
KWARA STATE POLYTECHNIC, ILORIN



INPARTIAL FULFILLMENT OF THE AWARD OF THE REQUIREMENT OF THE AWARD OF NATIONAL DIPLOMA IN BUSINESS ADMINISTRATION


OCT., – Nov., 2024	


DEDICATION
I dedicate this technical report to the Almighty God, the giver of knowledge, wisdom and who is rich in mercy.



















ACKNOWLEDGEMENT
I  take  this  opportunity  to  express  my  profound  gratitude  and  deep  regards  to  the  creator  of   heaven  and  earth,  the  one  who  knows  the  beginning  and  the  end,  the  alpha  and  the  omega,  the  Almighty  God  and  also  to  my  guides  (MR & MRS ABDULRAUF),  and  to  all  those  who  has  helped  me  during  my  SIWES  programme.  The  blessings,  help  and  guidance  given  by  them,  time  to  time  has  carry  me  so  this  far  and  shall  carry  on  the  journey  of  life  on  which  I  am  about  to  embark.  I  also  take  this  opportunity  to  express  a  deep  sense  of  gratitude  to  compliment  my  mentor  for  his  cordial  support  valuable  information  and  guidance  which  helped  me  in  completing  my  SIWES  through  various  stages.






TABLE OF CONTENT
Title page										i
Table of content									ii
Dedication										iii
Acknowledgements									iv
TABLE OF CONTENTS
CHAPTER ONE
1.1. Background of SIWES							
1.2. History  of SIWES								
1.3. Objectives of SIWES							
1.4. Objectives of Establishment 						
CHAPTER TWO
2.1. 	Brief History of establishment  						
2.2	Objectives of establishment 						
2.3	Organization structure 							
2.4	Various Department of the Establishment  				
CHAPTER THREE
3.1	Actual work done 
CHAPTER FOUR
4.1	More experience gain
CHAPTER FIVE
5.1	Conclusion									
5.2	Recommendation								

iii

CHAPTER ONE
1.1 INTRODUCTION TO SIWES
Students Industrial Work Experience Scheme (SIWES) is a Skills Training Program designed to prepare and expose Students of Universities, Polytechnics, Colleges of Technology, Colleges of Agriculture and Colleges of Education for the Industrial Work situation they are likely to meet after graduation. The Scheme affords Students the opportunity of familiarizing and exposing themselves handling equipment and machinery that are usually not available in their institutions.
1.2 HISTORY OF SIWES
The Students’ Industrial Work Experience Scheme (SIWES) was initiated in 1973 by the Federal Government of Nigeria under the Industrial Training Fund (ITF) to bridge the gap between theory and practice among products of our tertiary Institutions. It was designed to provide practical training that will expose and prepare students of Universities, Polytechnics, and Colleges of Education for work situation they are likely to meet after graduation.
Before the establishment of the scheme, there was a growing concern among the industrialists that graduates of 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.
As a result of the increasing number of students’ enrolment in higher institutions of learning, the administration of this function of funding the scheme became enormous, hence ITF withdrew from the scheme in 1978 and was taken over by the Federal Government and handed to National Universities commission (NUC), National Board for Technical Education (NBTE) and National Commission for Colleges of Education (NCCE). In 1984, the Federal Government reverted back to ITF which took over the scheme officially in 1985 with funding provided by the Federal Government.




1.3 OBJECTIVES OF THE PROGRAMME
The specific objectives of SIWES are to:
· Provide placements in industries for students of higher institutions of learning approved by relevant regulatory authorities (NUC, NBTE, NCCE) to acquire work experience and skills relevant to their course of study
· Prepare students for real work situation they will meet after graduation.
· Expose students to work methods and techniques in the handling of equipment and machinery that may not be available in schools.
· Make transition from school to the labour market smooth and enhance students’ conduct for later job placement
· Provide students with the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practice
· Strengthen employer involvement in the entire educational process and prepare students for employment in industry
Promote the desired technological knowhow required for the advancement of the nation.
1.4	OBJECTIVES OF ESTABLISHMENT
· To provide optimum and individual care to patients.
· To develop recognition for patients needs for privacy and preservation of dignity.
· To maintain good relationship with patients, relations and the community through health education.
· To carry out diagnosis and intervention.
· To provide training for students.
· To maintain sufficient hospital supply of equipment and promote their utilization and maintenance.
To treat and control diseases.





CHAPTER TWO
2.1	LOCATION AND BRIEF HISTORY OF ESTABLISHMENT 
Lagos Mainland Local Government has a rich history dating back to 1976 when it was created as a separate local government area following the national reform of local governments in Nigeria. Here's a brief overview¹:
- Early History: The area was initially part of the Lagos City Council, which administered the Lagos Metropolitan city, including Lagos Island and Lagos Mainland.
- 1976 Reforms: Lagos Mainland was carved out of the Lagos City Council and established as a distinct local government area.
- 1991 Restructuring: The local government underwent significant changes with the creation of three new local governments, resulting in Surulere being carved out of Lagos Mainland.
- Recent Developments: In 2021, the ultra-modern Mobolaji Johnson Central Station was inaugurated in Yaba, connecting Lagos to Ibadan via a standard-gauge railway line.
Notable Landmarks and Institutions
Lagos Mainland is home to several notable landmarks and institutions, including²:
- Educational Institutions: University of Lagos, Yaba College of Technology, Federal Science and Technology College, and Queen's College.
- Markets: Tejuosho Market, known for its vibrant atmosphere and wide range of goods.
- Sports and Entertainment: National Stadium, Lagos, and Lagos City Mall.
- Healthcare: Federal Neuro Psychiatric Hospital and 68 Nigerian Army Reference Hospital.
 Population and Economy
As of 2006, Lagos Mainland had a population of over 500,000 people, with a mix of residential, commercial, and industrial areas. The local government area is considered one of the most densely populated in Lagos State.


2.2	VISION AND MISSION
Lagos Mainland Local Government's vision and mission are centered around promoting development-oriented policies that support productive activities, aligning with sustainable developmental goals. Here's a breakdown¹:
- Vision: To be a leading local government actively involved in policy-making, catalyzing government initiatives, and linking global goals with local communities through valued partnerships and a highly motivated workforce.
- Mission: To provide effective governance and quality services, focusing on infrastructure development, economic empowerment, education, healthcare, environmental sustainability, and social welfare, creating a conducive environment for business growth and improving living standards.

2.3	ORGANIZATION STRUCTURE  
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2.4	VARIOUS DEPARTMENT AND UNIT
Local Government Chairman 
· Responsible for delivering services such as roads, traffic, economic and community development, and environment 
· Maintains the register of electors 
· Develops and maintains relations with political parties at the national, regional, and member authority level 
· Provides leadership to the political group 
· Responsible for progressing LGA policies within the group 
Vice Chairman and Deputy Chairman 
· Support the Local Government Chairman in the management of the LGA
Accountant Department


CHAPTER THREE
EXPIRENCE GAIN
3.1	FILE RECORDING  
“File recording” can have different meanings depending on the context:
	1.	In General Terms – It refers to the act of saving or documenting information in a file for future reference.
	2.	In Audio/Video Context – It means capturing sound or video and saving it as a file (e.g., MP3, MP4, WAV).
	3.	In Legal/Official Context – It can mean officially submitting a document to a legal or government authority.
	4.	In IT/Computer Science – It refers to storing data in a digital file within a system or database.
FILE
The term “files” can refer to both physical and digital documents. Here are the main types:
1. Physical Files (Paper-Based)
	•	Personal Files – Employee records, medical records, legal documents.
	•	Official/Business Files – Contracts, invoices, financial statements.
	•	Reference Files – Research papers, reports, manuals.
	•	Project Files – Documents related to specific projects.
	•	Correspondence Files – Letters, emails, memos.

THE TIERS OF GOVERNMENT
The tiers of government refer to the different levels of government that exist within a political system, each with its own powers and responsibilities. In most federal and decentralized systems, there are three main tiers:
	1.	Federal/National Government
	•	This is the highest level of government, responsible for national policies, defense, foreign affairs, and the overall governance of the country.
	•	It makes laws that apply to the entire country.
	•	Examples: The Federal Government of Nigeria, the U.S. Federal Government.
	2.	State/Regional Government
	•	This level governs a specific geographic region within the country, such as states, provinces, or regions.
	•	It handles education, healthcare, infrastructure, and internal security within the state.
	•	Examples: Nigerian State Governments, U.S. State Governments.
	3.	Local Government
	•	This is the lowest tier, closest to the people. It handles grassroots governance, such as primary education, sanitation, and local roads.
	•	It includes municipalities, city councils, and local government areas (LGAs).
	•	Example: Local Government Areas (LGAs) in Nigeria, City Councils in the U.S.

In unitary states, there may be only two levels (national and local), while in federal systems like Nigeria and the U.S., all three levels exist with distinct responsibilities.

Local government plays a crucial role in grassroots governance by handling community-level administration and services. Its functions typically include:
	1.	Provision of Basic Services – Ensuring access to clean water, waste management, street lighting, and sanitation.
	2.	Primary Education – Managing and maintaining primary schools, including teacher recruitment and school infrastructure.
	3.	Healthcare Services – Overseeing primary healthcare centers, immunization programs, and disease control.
	4.	Local Infrastructure Development – Constructing and maintaining local roads, bridges, markets, and public facilities.
	5.	Regulation of Markets and Trade – Licensing businesses, regulating markets, and ensuring compliance with local laws.
	6.	Security and Law Enforcement – Supporting community policing, vigilante groups, and maintaining local peace.
	7.	Revenue Collection – Collecting taxes, levies, and fees such as market dues and business permits to fund local projects.
	8.	Community Development – Promoting social welfare programs, poverty alleviation, and youth empowerment initiatives.
	9.	Environmental Protection – Controlling pollution, managing public parks, and enforcing environmental laws.
	10.	Disaster and Emergency Response – Providing relief and response services in cases of natural disasters, floods, or health crises.

Local governments function as the closest administrative unit to the people, ensuring governance is effective and community needs are addressed efficiently.

STRUCTURE OF LOCAL GOVERNMENT 
The structure of local government varies by country, but in Nigeria, it is organized as follows:
1. The Local Government Council
This is the governing body responsible for decision-making and administration at the local level. It consists of:
	•	The Chairman – The executive head of the local government, elected by the people. They oversee administration, implement policies, and manage finances.
	•	The Vice Chairman – Assists the chairman and may act in their absence.
	•	Councilors – Elected representatives from various wards within the local government area. They make laws and policies through the legislative arm.

2. The Executive Arm

This is responsible for implementing policies and running the daily administration of the local government. It includes:
	•	Supervisory Councillors – Appointed to oversee different departments like health, education, and works.
	•	Local Government Secretary – Serves as the head of administration and coordinates activities.
3. The Legislative Arm
	•	The Legislative Council, made up of elected councilors, is responsible for making by-laws, approving the local government budget, and ensuring accountability.
	•	The Leader of the Council presides over council meetings.

4. Administrative Departments
Local governments have various departments that handle specific functions, including:
	•	Finance and Budgeting
	•	Education and Social Services
	•	Health and Environment
	•	Works and Infrastructure
	•	Agriculture and Natural Resources
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RECORDING FILE MOVEMENT 
Recording file movements refers to tracking the transfer, access, or modifications of a file within a system or physical storage. This can be done for security, compliance, or organizational purposes.

TYPES OF FILE MOVEMENT RECORDING:
	1.	Digital File Tracking – Monitoring who accessed, moved, copied, or modified a digital file in a computer system or network (e.g., using audit logs or version control).
	2.	Physical File Tracking – Keeping a record of when and where a physical document or file is moved, including check-in/check-out logs.
	3.	Enterprise or Government Records Management – Organizations track document movement for compliance, such as legal records, medical files, or confidential documents.




CHAPTER FOUR
4.1	REVENUE COLLECTION
Revenue collection refers to the process of gathering and recording revenue from various sources, such as sales, services, taxes, and investments. Effective revenue collection is crucial for businesses, governments, and organizations to ensure financial stability and sustainability.
Types of Revenue Collection
1. Sales Revenue: Revenue generated from the sale of products or services.
2. Service Revenue: Revenue generated from providing services, such as consulting or maintenance.
3. Tax Revenue: Revenue generated from taxes, such as income tax, sales tax, or property tax.
4. Investment Revenue: Revenue generated from investments, such as interest, dividends, or capital gains.

Revenue Collection Process
1. Invoicing: Creating and sending invoices to customers or clients.
2. Payment Receipt: Receiving payment from customers or clients.
3. Recording: Recording revenue in the accounting system.
4. Reconciliation: Reconciling revenue records with bank statements or other financial records.

Methods of Revenue Collection
1. Cash: Collecting revenue in cash.
2. Checks: Collecting revenue through checks.
3. Electronic Funds Transfer (EFT): Collecting revenue through electronic funds transfer.
4. Credit Cards: Collecting revenue through credit card payments.
5. Online Payments: Collecting revenue through online payment platforms.


Importance of Revenue Collection
1. Financial Stability: Revenue collection ensures financial stability and sustainability.
2. Business Growth: Effective revenue collection enables businesses to invest in growth and expansion.
3. Compliance: Revenue collection ensures compliance with tax laws and regulations.
4. Cash Flow Management: Revenue collection helps manage cash flow and ensure timely payment of expenses.

Challenges in Revenue Collection
1. Late Payments: Dealing with late payments from customers or clients.
2. Bad Debts: Managing bad debts and writing off uncollectible amounts.
3. Tax Compliance: Ensuring compliance with tax laws and regulations.
4. Cash Flow Management: Managing cash flow to ensure timely payment of expenses.
REGISTER
A register is an official record or log used to systematically document information, transactions, or events. It can be physical (written in books) or digital (stored in databases or spreadsheets).
IMPORTANCE OF COMPUTERS IN RECORD KEEPING
	1.	Efficient Storage & Organization – Computers allow digital storage, reducing the need for physical files and making organization easier.
	2.	Quick Retrieval of Information – Digital records can be searched and accessed instantly, saving time compared to manual methods.
	3.	Enhanced Security – Computers offer password protection, encryption, and restricted access to sensitive records.
	4.	Automation & Accuracy – Reduces human errors in data entry, calculations, and record updates.
	5.	Backup & Disaster Recovery – Digital records can be backed up in the cloud or external storage, preventing data loss due to disasters.
	6.	Easy Sharing & Accessibility – Records can be accessed remotely, shared via networks, and integrated across departments or organizations.


CHAPTER FIVE
5.1	CONCLUSION
The student industrial work experience scheme (SIWES) helps students to expand their knowledge and experience in their field of study. It will also help student whenever they come across it in future career.
5.2	RECOMMENDATION
	I wish the government and the school authority to provide necessary materials for the students during this programme. They should also try to pay the students allowance so as to serve as help for the students in one way or the other.
	Also, the supervisors should make sure they visit the students in their place’s of attachment for proper monitoring, improvement and progress for the benefit of the societies as a whole.     
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