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PREFACE
The writing of this report was motivated by the experience gained during my SIWES attachment ILORIN SOUTH LOCAL GOVERNMENT SECRETARIAT, ILORIN, KWARA STATE, NIGERIA. This report is meant to be a guideline to every student.
The purpose of writing this report is to relate the various area which I participated during the Industrial Training Attachment in my place of work. It is indeed very encouraging that all students to get acquainted with what is been done in class, so as to be familiar with what is been done in the practical field. 
Finally, This Industrial Training Attachment is required for every student because it tends to backup and build the students physically, morally and educationally for the task after graduation.     
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CHAPTER ONE
1.1 	INTRODUCTION  
It has been widely spoken and dispersed in the society that Tertiary Institution graduates are not practically oriented rather theoretical oriented owning to this; it has affected them both on the labour market and the society at large. 
As a result of this, the Industrial Training Fund (ITF) came into existence which was founded by decree 47 of 1971 constitution introduced the Student Industrial Work Experience Scheme (SIWES) in 1973. Since its inception, SIWES has a suitable program which has been paving way for student in higher institution of learning to have practical knowledge of what they have been taught in their various institution of learning. It has since then been one of the pre-requisite for the polytechnic.  
1.2 	MEANING OF SIWES 
The Student's Individual Work Experience Scheme (SIWES) is a programme that is controlled by the industrial training fund (ITF) in conjunction with the university. 
SIWES is designed to engage student in various degree programme in order to provide the student with adequate practical experience in various field of study and to expose them to working conditions. 
This programme involves the ITF, students and industries. It's meant to bridge the gap between theory and practical work, sharpen student's skills and understanding of actual works processes and also provides an avenue to gain more knowledge 
1.3 	HISTORY OF SIWES 
The early phase of science and technology in Nigeria was characterized by the theoretical lectures in polytechnic and universities which have proven to be an ill method to teaching students in universities and polytechnic, graduate with little or no technical experience in the course of study. 
All the same, students inability to contribute to the society happening, growth and development of the country, it was then SIWES was introduced to the industrial and education section. 
SIWES is the acronym for Students Industrial Work Experience Scheme. SIWES was established in early stage, SIWES was found by ITF (Industrial Training Fund), it was difficult to continue for the economic stress, the responsibility was shared between industrial training funds federal government. 
1.4 	THE SCOPE AND THE IMPORTANCE OF SIWES 
SIWES is created to expose to industrial based skills necessary for smooth transition from classroom to labour mandate. 
It affords student of tertiary institution the opportunity to be familiar and expose to the needed experience in handling machinery equipment which are usually not available in the education institution. 
Also it's an avenue for students in higher learning institute to acquire skill and experience in their various field of study that would prepare them for work after graduation. 
The student industrial work experience scheme (SIWES) is a skill training programme design to expose and prepare student of mass communication for the Industrial work situation while they are likely to meet after graduation. 
1.5 	GENERAL OBJECTIVES OF SIWES 
Objectives of the Students Industrial Work Experience Scheme include: 
1. Provide an avenue for students to acquire industrial skills for experience during their course of study. 
2. Expose students to work methods and techniques that may not be available during their course of study. 
3. Bridging the gap between theory and practice by providing a platform to apply knowledge learnt in school to real work situations. 
4. Enabling the easier and smoother transition from school by equipping students’ with better contact for future work placement. 
5. Introduce students to real work atmosphere so that they know what they would most likely meet once they graduate. 
















CHAPTER TWO
2.1 	HISTORICAL BACKGROUND OF THE ORGANIZATION
Ilorin South Local Government Area (LGA) is one of the sixteen LGAs in Kwara State, Nigeria. Here’s a brief historical background: 
Establishment 
Creation: Ilorin South LGA was established in 1996. Its administrative headquarters is located in the town of Fufu. 
Geography: The LGA covers an area of 174 square kilometers and had a population of 208,691 according to the 2006 census. 
Historical Significance 
Ilorin: The city of Ilorin, which is the capital of Kwara State, has a rich history. It was originally a Yoruba town and served as a military outpost for the Oyo Empire. In 1817, Afonja, the commander of the Oyo army at Ilorin, led a rebellion that resulted in the town becoming a part of the Sokoto Caliphate. 
Colonial Era: During the colonial period, Ilorin was incorporated into the Protectorate of Northern Nigeria in 1900 and later became part of the Northern Region of Nigeria after the amalgamation in 1914. 
Administrative Structure 
Districts and Wards: Ilorin South LGA comprises three districts and includes 11 wards. 
Governance: The LGA operates under a democratic system with elected representatives managing local affairs. 
Cultural and Economic Activities 
Culture: Ilorin South LGA is known for its rich cultural heritage, including traditional festivals and ceremonies. 
Economy: The economy of the area is primarily based on agriculture, with residents engaged in farming and trading activities. 
2.2 	MISSION AND VISSION 
The mission and vision of Ilorin South Local Government are centered around providing efficient governance and improving the quality of life for its residents. Here’s a brief overview: 
Mission 
To deliver effective and efficient services to the people of Ilorin South Local Government through transparent governance, community engagement, and sustainable development initiatives. 
Vision 
To be a model local government area that fosters socio-economic development, promotes cultural heritage, and ensures the well-being of its residents through innovative and inclusive governance. 
2.3 	DEPARTMENTS AT ILORIN SOUTH LOCAL GOVERNMENT 
Ilorin South Local Government has several departments that ensure efficient administration and service delivery. Here are some of the key departments: 
Departments 
1. Health Department: Manages healthcare services and public health initiatives. 
2. Education Department: Oversees educational programs and facilities within the local government area. 
3. Works 	and 	Housing 	Department: 	Responsible 	for infrastructure development, maintenance of roads, and housing projects. 
4. Finance Department: Manages the local government’s finances, including budgeting and financial reporting. 
5. Environmental Services Department: Ensures environmental cleanliness and waste management. 
6. Agriculture Department: Promotes agricultural activities and supports local farmers. 
7. Women Affairs and Poverty Department: Empowers women and addresses poverty-related issues. 
8. Legal Unit: Offers legal advice and support to the council. 
9. Procurement Unit: Oversees the acquisition of goods and services, ensuring transparency and efficiency. 
10. Public Affairs Unit: Manages communication between the local government and the community. 
11. Information and Communication Technology Department: Implements and manages technology solutions. 
12. Tourism and Heritage Unit: Promotes the rich cultural heritage of Ilorin South. 







2.4 ORGANOGRAM OF ILORIN SOUTH LOCAL GOVERNMENT 
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CHAPTER THREE
3.1 	TECHNICAL TRAINING EXPERIENCE DEFINITION OF LOCAL GOVERNMENT  
Local government refers to the lowest tier of administration within a country or state, responsible for governing and providing services to a specific geographic area, such as a city, town, county, or municipality. 
RESPONSIBILITIES OF LOCAL GOVERNMENT 
1. Collecting of Local taxes and fees: Collecting local taxes and fees is a crucial responsibility of local governments to fund public goods and services 
2. Maintaining local infrastructure: Maintaining local infrastructure is crucial for ensuring public safety, promoting economic growth, and enhancing the quality of life for citizens 
3. Providing social services: Providing social services is a vital function of local governments, aiming to improve the quality of life for citizens, particularly vulnerable populations. 
INTRODUCTION TO FILE TAG 
A file tag is a keyword or phrase assigned to a file to help organize, identify, and search for it. File tags are often used in file management systems, such as operating systems, file explorers, and cloud storage services. 
TYPES OF FILE TAGS 
1. Metadata tags: Automatically generated tags based on file attributes, such as date created, file size, and author. 
2. User-defined tags: Manually assigned tags by the user to describe the file's content, purpose, or category. 
3. Structured tags: Tags that follow a specific format or standard, such as XML or JSON.  
FILE 
A file is a collection of related data or information stored in a computer system. 
SECRET FILE 
A secret file is a confidential document or digital file that contains sensitive or classified information. Secret files are typically. 
OPEN FILE 
An open file is a file that is currently being accessed, read, or modified by a computer program or user. When a file is opened
OFFICE PRACTICES
Office practices refer to the routine activities and procedures that are followed in a workplace to ensure efficiency, productivity, and effectiveness. These practices can vary depending on the organization, industry, and culture, but they generally include tasks such as communication, record-keeping, and time management.
TYPES OF OFFICE PRACTICES
1. Administrative Practices: These include tasks such as answering phones, responding to emails, and managing correspondence.
2. Financial Practices: These include tasks such as budgeting, accounting, and financial reporting.
3. Human Resources Practices: These include tasks such as recruitment, training, and employee relations.
4. Operational Practices: These include tasks such as managing inventory, maintaining equipment, and ensuring safety and security.
IMPORTANCE OF OFFICE PRACTICES
1. Efficiency: Office practices help to streamline processes and reduce waste, leading to increased efficiency and productivity.
2. Accuracy: Office practices help to ensure that tasks are completed accurately and consistently, reducing errors and mistakes.
3. Compliance: Office practices help to ensure that organizations comply with relevant laws, regulations, and industry standards.
4. Communication: Office practices help to facilitate communication among employees, customers, and stakeholders, leading to better relationships and outcomes.
VARIOUS ASPECTS OF OFFICE PRACTICES 
Communication 
1. Verbal communication: Face-to-face interactions, phone calls, and video conferencing. 
2. Written communication: Emails, letters, memos, and reports. 
3. Non-verbal communication: Body language, facial expressions, and tone of voice. 
Record Keeping 
1. Filing systems: Physical and digital filing systems for storing and retrieving documents. 
2. Document management: Creating, editing, and managing electronic documents. 
3. Record retention: Policies for storing, retaining, and disposing of records. 
Time Management 
1. Scheduling: Creating and managing schedules for appointments, meetings, and tasks. 
2. Prioritization: Identifying and prioritizing tasks based on importance and urgency. 
3. Task management: Breaking down tasks into smaller, manageable chunks. 
Office Administration 
1. Reception duties: Greeting visitors, answering phone calls, and responding to emails. 
2. Mail management: Sorting, distributing, and responding to mail. 
3. Supply management: Ordering, storing, and distributing office supplies. 
INDEX
An index is a statistical measure used to track changes in a particular market, economy, or industry over time. It is a numerical representation of the performance of a group of assets, such as stocks, bonds, or commodities. 
Types of Inward and Outward Index
1. Inward Index: The inward index measures the flow of goods, services, and investments into a country. It includes imports of goods and services, foreign direct investment, and portfolio investment.
2. Outward Index: The outward index measures the flow of goods, services, and investments out of a country. It includes exports of goods and services, foreign direct investment, and portfolio investment.
Uses of Inward and Outward Index
1. Trade Balance: The inward and outward index can be used to calculate a country's trade balance, which is the difference between its exports and imports.
2. Foreign Investment: The inward and outward index can be used to track foreign investment flows, which can provide insights into a country's attractiveness to foreign investors.
3. Economic Growth: The inward and outward index can be used to track a country's economic growth, as changes in trade and investment flows can impact economic activity.













CHAPTER FOUR
4.1 	RELEVANCE EXPERIENCE GAINED TO STUDENT FIELD OF STUDY 
After the SIWES program I gained how to operate as a Public Administration Student in an Organization. 
Furthermore, I was introduced for more routine of the organization, where I was taught how to engage to different works, such as: 
a. Learning about meaning of administration department, the quality and duties of a good administration, and its importance. 
b. Learning about the meaning of Local government and its functions. 
c. Learning of the meaning of File tag and types of file tag. 
d. Leaning about what is called Index, types and its uses. 
f. I gained more knowledge on office practice in an organization. 
g. I gained knowledge on what is call FILE, types of File, importance and the Arrangement of file in an organization.  

4.2 	INTERPERSONAL RELATIONSHIP WITH THE ORGANIZATION 
During my stay at the ILORIN SOUTH LOCAL GOVERNMENT, I enjoy every bit of it until the last hour of my departure as a SIWES student.  
Starting with the State Officer, others staff to all the coordinators, and my supervisor showed love and care to me like parent to their daughter. 
My cordial relationship with the instructor in my section helps me a lot in the sense that, he never relent in answering my question both theoretical and practical. 











CHAPTER FIVE
SUMMARY, AND RECOMMENDATIONS
5.1 	SUMMARY/PROBLEMS 
Even though there was a little hardship especially when the work of the organization is pilled up on me and payment was very meager for transportation. 
 The SIWES program at the organization give me a wonderful and everlasting experience. The program is readily helped to bridge the gap between theoretical aspect and practical work in the industrial training.  
5.2 	RECOMMENDATION TO THE ORGANIZATION  
Since the SIWES cannot be overemphasized in all aspects in the recent times, I therefore think it is standard enough for any student of Public Administration to be giving opportunity after school in this organization to serve and possible employed if he/she deem it.  
5.3 	SUGGESTION FOR IMPROVEMENT OF THE SCHEME 
Base on the experience and knowledge acquired at the course of the SIWES training, I hereby give the following recommendation base on my observations; •    Proper orientation should be given to the students by the Polytechnic before they go on SIWES. 
· The placement letter should be given to students early enough so as to avoid attachment in irrelevant organization. 
· Institution should ensure that students are attached at relevant establishment for effective training, experience and exposure. 
· Government, ITF and the Institution should ensure that students do not pay any amount of money before accepted in any organization. This organization should be sensitized on the objective of SIWES training and the need why they should not collect money before accepting students. 
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