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CHAPTER ONE
INTRODUCTION
1.1 HISTORY OF SIWES
SIWES (Student Industrial Working Experience Scheme) 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. It also expose the student to the practical aspect of some course being offer in the school.
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 incorporation.
 Participation in SIWES has become a necessary pre-condition for the award of Diploma, Degree and NCE certificates in specific disciplines in most institutions of higher learning in the country, in accordance with the education policy of government.
1.2 OPERATORS OF SIWES
Operators - The ITF, the coordinating agencies (NUC, NCCE, NBTE), employers of labor and the institutions. 
Funding - The Federal Government of Nigeria 
Beneficiaries - Undergraduate students of the following: Agriculture, Engineering, Technology, Environmental, Science, Education, Medical Science and Pure and Applied Sciences.  
Duration - Four months for Colleges of Education and Polytechnics, and Six months for the Universities.
1.3 OBJECTIVES OF SIWES
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.
The four (4) months Students Industrial Work Experience Scheme (SIWES) which is a requirement for the completion of my course of study, was undertaken at PEACE LAND VALLEY GUEST HOUSE.


CHAPTER TWO
DESCRIPTION OF THE ESTABLISHMENT OF ATTACHMEMT
2.1 Location and brief history of PEACE LAND VALLEY GUEST HOUSE
The establishments named PEACE LAND VALLEY GUEST HOUSE is located at Beside Olupako Palace Share Area, Share Kwara State. It is a private owned established by the Managing Director, Mr Abdulmajeed O.Y. The establishment is in corporate with 3 major buildings such as Kitchen/Restaurant, Lodging centre, and Bush bar
This Institute is a skill acquisition centre which was established to compliments the state governments’ efforts at finding lasting and sustainable solution to the menace of unemployment through the provision of an enabling environment for youths to function effectively in the society.
The centre is also designed to eradicate unemployment in the society and to ensure that graduates of the institute could be gainfully employed in the state, nationally and internationally through the provision of a recognized qualification.
2.2	OBJECTIVES OF THE ESTABLISHMENT
The Major Areas of Operations undertaking By the Establishment are;
1. To provides a lodging centre for individual and corporate.
2. For invent planning and social function organizing centre.
3. Provide gymnastic house for exercises and watch of weight.
4. Its kitchen provides food and other edible substance for human consumption. 
2.3	ORGANIZATIONAL STRUCTURE OF THE ESTABLISHMENT
The Various Departments/Group/Sections in the Establishment and their
Function:
1. Managing Director (MD): The Managing Director is the decision maker, he says what happen in the establishment and other staff takes order from him. He is the one that finances the company and assign payment for staffs.
2. General Manager: The General Manager is the second in command. She is the most senior employee in the company. The manager reports directly to the Managing Director, he is responsible for the overall strategy, planning coordination and management of business affairs of an organization.
3. Supervisor: The supervisor supervises the work been done in the various sections, he tries to find out where wrongs are been done and does correction where necessary, and penalizes when necessary.
4. Accountant: The Accountant is in charge of keeping records of all the expenditure and income earned in a company and responsible for payment of workers. 
5. Point of Sales: The Point of Sale is the people giving information to the kitchen on what to prepare and serve by customers.
6. Chef: The Chef is the most senior cook in the hotel, she gives directives to the other cooks, and he is in charge of the activity that takes place in the kitchen.  
7. Head of Reception: The Head of Reception is in charge of the activities that is been run in the reception.
8. Head of House Keeping: The Head of House Keeping is in charge of the activities in the rooms, he makes sure that things are the way they should be in the various rooms.
9. Cook: The cook specialize in various duties like producing, manufacturing, preparing different dishes to the hotel.
10. Assistance head of Reception: The Assistant Head of Reception; takes charge when the head of receptionist is absent.
11. Chief Security: The Chief Security makes sure that there is enough security, he directs the security people on how to be on alert.
12. Security Men: The Security Men guards the environment and makes sure that there is enough security.
13. Electrician: The Electrician repairs all the electrical appliances, and services the worn-out ones.
14. Plumber: The Plumber’s repairs and fix things such as water pipes, toilet, sinks etc.
15. Barman: The Barman serves the drinks to customers.

2.4 The various departments in the establishment and their functions
Peace have various department which are below:
1. Front Office: Reception, check-in/check-out, reservations, and guest services.
2. Housekeeping: Cleaning, laundry, linen supply, and maintenance of rooms and common areas.
3. Food and Beverage (F&B): Restaurant, bar, room service, and catering services.
4. Kitchen: Food preparation, cooking, and plating.
5. Maintenance and Engineering: Repairs, maintenance, and upkeep of the guest house's physical structure and equipment.
6. Human Resources (HR): Staff recruitment, training, and management.
7. Accounting and Finance: Financial management, budgeting, and accounting.
8. Marketing and Sales: Promotion, advertising, and sales of the guest house's services.
9. Security: Safety and security of guests, staff, and property.
10. Concierge: Guest services, tour bookings, and local information.












CHAPTER THREE
SKILLS AND KNOWLEDGE ACQUIRED
3.0 INTRODUCTION 
[image: fri]Bar/Guesthouse is a counter in a pub, restaurant or café across which drinks or refreshments are served. Bar is also a sometimes as a pub or club, is a retail business establishment that serves alcoholic beverages, such as beer, wine, liquor, cocktails, and other beverages such as mineral water and soft drinks. Bars often also sell snack foods, such as crisps or peanuts, for consumption on their premises. Some types of bars, such as pubs, may also serve food from a restaurant menu. The term "bar" refers to the countertop where drinks are prepared and served, and by extension to the overall premises.







CHILLER FOR KEEPING BEVERAGES

The term derives from the metal or wooden bar (barrier) that is often located along the length of the "bar" Over many years, heights of bars were lowered, and high stools added, and the brass bar remains today.
Bars provide stools or chairs that are placed at tables or counters for their patrons. Bars that offer entertainment or live music are often referred to as "music bars", "live venues", or "nightclubs".
Types of bars range from inexpensive dive bars to elegant places of entertainment, often accompanying restaurants for dining.
The full form of bar is best available rate. It's used on business, business terms in worldwide
Bar is also place where drinks, especially alcoholic drinks, are sold and drink or the area in which such a place where are the person serving the drinks stands.
STEPS IN RUNNIG A BAR SUCCESSFULLY
Keep your bar stocked
Measure your liquor to reduce over pouring
Create signature cocktails
Host happy hour and events
Here the right bartenders
Train your bartenders and wait staff to upsell
Invest in a pos system
Take liability seriously
ROLES IN A BAR
Bar jobs include roles like a bartender, bar porter, host, server and bar manager. In a bar job you may independently or as part of a restaurant to mix drinks, provide customer service to each patron and monitor each customers consumption of alcohol.
MY DAILY RECORD ACTIVITIES DURING MY STAY AT GUESTHOUSE
I was taught how to keep their stock i.e counting of drinks in the morning
I was shown there stock book which entails list of all items/beverages in the bar
I was able to know the types of alcoholic and non alcoholic beverages.
I took order from the guest and served them
I was able to know the type of alcoholic drinks like beer, vodka, spirit, liquor, whisky, Champaign.

HOUSE KEEPING DEPARTMENT LAYOUT IN HOTEL
House Keeping House keeping is an operational department in a hotel, which is responsible for cleanliness, maintenance, aesthetic upkeep of rooms public area, back area and surrounding.
A hotel survives on the sales of room, food beverages and other minor services such as the club, spa and so on
1. Office of the executives house keeper
2. House keeping control desk
3. House Keeping store
4. Land and found
AREA OF HOUSE KEEPING RESPONSIBILITY
1. Guest room
2. Bathrooms
3. Public area. Eg lobby and lifts
4. Banquet and conference halls
5. Parking area
6. Garden
7. Sales and admin offices
MY ACTIVITEIS DURING MY STAY AT HOUSE KEEPING
I layed beds
I clean the wooden surfaces using a particular wood cleaning agent
I operated the machines at the laundry
I washed and iron clothes and bedding
WASHING MACHINE
A WASHING MACHINE (laundry machine, clothes washer, or washer) is a home appliance used to wash laundry. The term is mostly applied to machines that use water as opposed to dry cleaning (which uses alternative cleaning fluids and is performed by specialist businesses) or ultrasonic cleaners. The user adds laundry detergent, which is sold in liquid or powder form, to the wash water.
Laundering by hand involves soaking, beating, scrubbing, and rinsing dirty textiles. Before indoor plumbing, individuals also had to carry all the water used for washing, boiling, and rinsing the laundry from a pump, well, or spring. Water for the laundry would be hand carried, heated on a fire for washing, then poured into the tub. That made the warm soapy water precious; it would be reused, first to wash the least soiled clothing, then to wash progressively dirtier laundry.
DRYER
A clothes dryer, also known as tumble dryer or simply dryer, is a powered household appliance that is used to remove moisture from a load of clothing, bedding and other textiles, usually shortly after they are washed in a washing machine.
Many dryers consist of a rotating drum called a "tumbler" through which heated air is circulated to evaporate the moisture, while the tumbler is rotated to maintain air space between the articles.
Using these machines may cause clothes to shrink or become less soft (due to loss of short soft fibers). A simpler non-rotating machine called a "drying cabinet" may be used for delicate fabrics and other items not suitable for a tumble dryer.
STORE
A STORE is a building or part of a building where things are sold. In British English, store is used mainly to refer to a large shop selling a variety of goods, but in American English a store can be any size of shop.
FUNCTIONS OF STORE
The functions of the stores is to receive, check, store correctly issue goods as required against requisition properly
It is essential to check all incoming supplies for quality, weight and price.
Suppliers received should be promptly taken into stock non-perisables should go into dry stores.
Perishable items be stored in cold rooms, freezers e.t.c.
Records should be kept to show the stock of each commodity received, issued and on hand with dates of receipt and issue, so that at any time the management can check the accuracy of the record.
MY DAILY ACTIVITIES DURING MY STAY AT THE STORE
I was taught how to measure items using the scale
I was taught how to fill the bin card
I was taught how to issued out requisited items
I was taught how to arrange goods/items in the store
FRONT OFFICE
Front office represents the customer facing division of a firm, for example, customer, service, sales and industry experts who provide advisory services are considered part of the firm's front office operations, the functions of the front office generally generate the majority of revenue for a firm.
FUNCTIONS OF FRONT OFFICES
Front office function includes reservation, registration room and rate assignment, guest services room status, maintenance and settlement of the guest account.
MAIN DUTIES OF FRONT OFFICE
Greet clients and set a positive office atmosphere
Answer the phones, task messages and redirect calls to appropriate offices
Organize and maintain files and records: update when necessary
Create and maintain updated documents and spread sheets
Oversee sorting and distribution of incoming mail



QUALITY OF A GOOD FRONT OFFICE DESK OFFICER
1. Friendly Attitude
At the front desk, it is important to have a person who is genuinely good-natured not someone with a fake smile. Patients can spot that from a mile away. Rather, you want someone who is authentic and greets patients who come to your clinic with a pleasant attitude. Front office staff cannot allow personal troubles to plague them. They have to be able to keep their private life private and not let any personal drama affect the way they treat patients.
2. Strong Attention to Detail
The front desk takes a certain amount of care. Contrary to what some people may think, this is not the place where you hire "cheap" labor. A lack of attention to detail can cause a wealth of problems when it comes to submitting claims (wrong insurance information) or taking care of injured employees (workers' compensation protocols).
3. Ability to Multitask
The optimal front desk person must also be an excellent multitasker. There will be days where phones are ringing, multiple patients need attention, and a nurse from the back needs an important piece of information. Prioritizing and managing the demands of all these people is often frustrating and overwhelming. However, they all need to be taken care of in an efficient manner. Someone who can juggle a handful of tasks, while remaining calm (and happy), is the ideal person for your clinic.
4. Discretion
Being on the front line of the front office means being the first and last face the patient sees and the face patients see the entire time they are in the waiting room. Always under watchful eyes, front desk staff see more of the clinic and staff than you realize and hear more than you think. They must be mindful of their demeanor, tone of voice, and the conversations they have with other staff members. It is not just about maintaining HIPAA compliance, it is about presenting your clinic positively and conveying the right message to your patients.
5. Team Player
In many ways, the front desk officer is the silent conductor of the train. While many people probably think the physician is running the show, the person in this role can contribute to the success or failure of your clinic. By coordinating and contributing to patient care, the front office staff can alert staff to significantly ill and injured patients that require immediate attention. They can promote good health practices by encouraging the use of masks and hand sanitizer. They can improve marketing efforts by alerting patients to new services being offered at the clinic. They can prevent client dissatisfaction by confirming protocols, orders, and good information as it is provided. Even though much of this goes back to being detail-oriented, it's more than just someone doing the job. It is about looking for the ways a person's job intersects with the rest of the clinical team and making the patient's experience better.
THE JOB OF A RECEPTIONIST
What are the typical duties of a receptionist? Well, they can vary from workplace to workplace, but generally speaking, receptionists handle the following:
Greeting visitors and accepting deliveries
Handling incoming calls and operating a switchboard
Maintaining office directories
Assisting other administrative staff with overflow work, including word processing, data entry and research
Considering this range of important duties, you want someone who can make an immediate impact, has a track record of showing initiative, is willing to collaborate, and possesses the ideal balance of experience and potential for future advancement.
As you make your hiring criteria more specific, be sure you include the following six traits as you look to hire a receptionist:
1. Effective communication
Naturally, a receptionist should have excellent verbal communication skills. Active listening and great customer service skills also are a must. A talented receptionist can connect callers and visitors with the right employees, as well as handle basic customer service problems and requests adeptly.
2. Professionalism
As the first person your customers, visitors and future employees encounter, the receptionist needs to make a good first impression. You want someone on the front lines who has a professional appearance and attitude. So consider each candidate's polish and poise during the interview process.
3. Interpersonal aplomb
Good interpersonal skills go beyond basic communication abilities. Look for a candidate who collaborates easily, can give and receive criticism gracefully, and rises above petty office politics. Soft skills like friendliness and likability are especially important for the receptionist
Today's administrative professional must juggle multiple demands. Read more on this topic in our Office of the Future report with International Association of Administrative Professionals.
4. Multitasking capabilities
Receptionists have multiple responsibilities, which they must often juggle simultaneously. These could include handling incoming calls, screening callers and managing call traffic while running a busy reception area. Receptionists might also assist other administrative staff with general work overflow — or help with special projects that require word processing, data entry and online research. So your receptionist needs to be adept at managing multiple tasks without getting flustered.
During the interview, ask candidates how they prioritize several tasks throughout the day. Look for clues that they're organized, calm, detail-oriented and responsible about tying up loose ends.
5. Organizational abilities
Organized people develop processes to keep them on track, even when they encounter the unexpected. Great receptionists show a knack and enthusiasm for organization. They can find files and phone numbers at a moment's notice, and maintain a tidy work area. To assess organizational skills, ask candidates to explain a filing system they implemented or how they prefer to set up calendars and contacts.


CHAPTER FOUR
SUMMARY, CONCLUSION AND RECOMMENDATION
5.1 SUMMARY OF ATTACHMENT ACTIVITIES
This report contained and gives the details explanation of all activities carried out at PEACE LAND VALLEY GUEST HOUSE, Share Area, Kwara State, Nigeria.
The report explains briefly the details of all the activities with each Siwes been involved in outlined under each chapter. Chapter 1 started with the general introduction knowledge and objectives of the SIWES programme, Chapter 2 gives detailed of the skills and knowledge acquired during the programme, contained the activities at Laundry department and gives detailed of the skills and knowledge acquired during the programme, Chapter 3 explained the problems encountered during SIWES programme and Recommendations, Chapter 4 contained the summary of the whole report and the conclusion.

5.2 PROBLEMS ENCOUTERED DURING THE PROGRAM
There are numerous problems I encountered during my SIWES program at PEACE LAND VALLEY GUEST HOUSE.
Some of the major problems are as follow:-
1. During my first few weeks, I had difficulties in understanding a lot of the terms and terminologies that was used at the office because a lot of them were very new to me. This made it hard for me to materials needed follow the procedures.
2. Lack of accommodation.
3. Transportation to and fro to the hotel
4. Problem of securing a place of attachment: I had most of problem searching for a place of attachment for my SIWES
5. Inadequate facilities: The establishment doesn't have specific room for SIWES student.
5.3 SUGGESTIONS FOR THE IMPROVEMENT OF THE SCHEME
In view of the relevance of the SIWES program, it is important that it is Sustained by the government through the industrial training fund (TTF) as it exposes the student to work tools, facilities, and equipment that may not be available in their respective institutions in relation to their course of study. To us end, I recommend that the following under-listed points should be implemented:
i. Student Industrial Work Experience Scheme (SIWES) needs to be strengthened by all concerned Stakeholders in order for its objective to be fully realized.
ii. Regular monthly allowances for students on attachment should be paid promptly.
iii. Organizations should always accept students for SIWES and subsequently assign them to relevant jobs.
iv. Experience staff should always be made to train the students on attachment.
v. There should be more funding of the scheme by the government in order for it to be more effective.
vi. The companies should put in place all he necessary facilities needed to
vii. Enhance the knowledge of the student in industrial attachment.
viii. It will be of great benefit if the institution can create a platform whereby student can obtain pre-SIWES knowledge or excursion programs, before student embark for general 6 months industrial training programme.
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