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CHAPTER ONE
 INTRODUCTION
1.1 Background of SIWES
The Student Industrial Work Experience Scheme (SIWES) is a skills training program initiated by the Industrial Training Fund (ITF) in 1973. It is designed to expose students in tertiary institutions to real work environments and practical experiences in their chosen fields. The scheme bridges the gap between theoretical classroom knowledge and the practical demands of industries and workplaces.
SIWES offers students an opportunity to relate and apply what they have learned in class to real-life situations, helping them develop a clearer understanding of their course and gain valuable experience before graduation.
1.2 Objectives of SIWES
The primary objectives of SIWES are as follows:
· To expose students to the practical working environment.
· To enable students to apply theoretical knowledge in real business scenarios.
· To provide students with the opportunity to acquire industrial skills.
· To enhance students’ understanding of organizational operations and management.
· To prepare students for future job responsibilities and challenges in the business world.
1.3 Overview of Alaba Automobile Ventures
Alaba Automobile Ventures is a privately owned automobile servicing and repair enterprise located at E9/428 Oluyoro Oke Adu, Ibadan, Oyo State. The organization specializes in vehicle diagnostics, repairs, maintenance, and the sale of automobile parts and accessories.
With a dedicated team of skilled mechanics, administrative staff, and customer service personnel, Alaba Automobile Ventures provides reliable services to individuals and businesses in Ibadan and neighboring areas. The company maintains a customer-first philosophy and places a strong emphasis on professionalism, timely service delivery, and quality workmanship.
1.4 Relevance of SIWES to Business Administration Students
For students of Business Administration, SIWES plays a crucial role in exposing them to the internal operations of a real-world business environment. It provides insight into how various departments such as marketing, finance, customer service, and logistics interact to ensure efficient service delivery.
Through SIWES, students can experience firsthand the principles of business management, decision-making, communication, customer relationship management, and organizational behavior. This exposure helps them develop problem-solving skills and a deeper understanding of how businesses operate.
1.5 Goals and Expectations
Before commencing the SIWES program, my goals were to:
· Gain a solid understanding of administrative procedures within a business.
· Learn how to manage customer inquiries and complaints professionally.
· Understand the flow of goods and services in an automobile business.
· Observe and learn basic record-keeping and inventory control.
· Acquire practical experience in business communication and teamwork.
These expectations guided my daily activities and learning process during my stay at Alaba Automobile Ventures.


CHAPTER TWO
ORGANIZATIONAL OVERVIEW
2.1 Overview of Alaba Automobile Ventures
Alaba Automobile Ventures is an automotive servicing and spare parts company located at E9/428 Oluyoro Oke Adu, Ibadan, Oyo State. The organization has been operating for several years and has built a reputation for delivering quality automobile maintenance services. Its primary services include car diagnostics, mechanical repairs, electrical services, routine vehicle servicing, and the sale of original vehicle parts and accessories.
The company caters to a diverse clientele including private vehicle owners, small business fleets, and commercial drivers. Alaba Automobile Ventures combines technical expertise with customer-centric service, making it one of the trusted auto service providers in the area.
2.2 Organizational Structure
The organizational structure of Alaba Automobile Ventures is relatively simple and functional, reflecting the small-to-medium scale nature of the business. The structure ensures a smooth flow of communication and task delegation among team members.
Structure Overview:
· Managing Director (MD): Oversees the overall operations and decision-making.
· Workshop Supervisor: Manages the technical team and day-to-day workshop activities.
· Administrative Manager: Handles records, customer relations, procurement, and finance.
· Technicians & Mechanics: Carry out vehicle diagnostics, maintenance, and repairs.
· Storekeeper: In charge of spare parts and inventory control.
· Interns and Support Staff: Assist in both administrative and technical functions.
2.3 Departments and Their Functions
1. Administrative Department:
· Handles documentation, customer records, payment receipts, and appointment scheduling.
· Manages procurement, supplier relations, and business correspondence.
· Ensures all operations comply with basic financial and management principles.
2. Mechanical Department:
· Conducts vehicle inspections, repairs, and servicing.
· Diagnoses engine faults, changes vehicle fluids, and replaces worn-out parts.
3. Electrical Department:
· Handles all vehicle electrical repairs including battery checks, lighting systems, and wiring issues.
· Installs accessories such as reverse cameras, GPS, alarms, etc.
4. Parts & Inventory Department:
· Oversees the supply and distribution of genuine automobile parts.
· Manages stock levels, keeps inventory records, and assists with procurement.
Each department works collaboratively to ensure that vehicles are serviced promptly and customers are satisfied.


CHAPTER THREE
 TRAINING ACTIVITIES AND WORK EXPERIENCE
3.1 Duties and Responsibilities Assigned
As a Business Administration student, my responsibilities during the SIWES program focused more on the administrative and customer service aspects of the organization. These duties included:
· Assisting in keeping daily sales and service records.
· Managing customer information and service logs.
· Supporting the administrative officer with inventory tracking.
· Receiving and organizing invoices for spare parts.
· Issuing receipts to customers after services were rendered.
· Attending to customer inquiries and complaints politely and professionally.
· Assisting in updating the stock register.
· Participating in team meetings and note-taking during briefings.
These tasks helped me build a strong understanding of how administrative roles support the overall function of a technical organization like an automobile service center.
3.2 Departmental Experiences
During the training period, I had the opportunity to rotate between various units to understand their operations:
· Administrative Department: I learned about filing systems, documentation procedures, customer service practices, and how to organize and retrieve records efficiently.
· Inventory/Store Unit: I assisted in checking stock levels, recording incoming and outgoing parts, and maintaining an updated inventory ledger.
· Customer Service Desk: Here, I interacted with clients, learned how to resolve issues, and ensured clear communication between the technicians and customers.
Although I was not directly involved in mechanical work, I observed operations in the workshop and occasionally assisted with simple non-technical tasks like organizing tools and preparing job cards for vehicles.
3.3 Tools, Equipment, and Technologies Used
Though my focus was administrative, I had exposure to various tools and systems used within the organization:
· Inventory management books and spreadsheets
· Receipt booklets and invoice templates
· Manual customer service logbooks
· Smartphones and office telephone for customer communication
· Basic computer systems for data entry and document typing (MS Excel & MS Word)
On the technical side, I observed the use of tools like diagnostic scanners, hydraulic lifts, and various automotive repair tools, although I did not handle them directly.
3.4 Challenges Encountered
During my SIWES experience, I faced a few challenges, such as:
· Adapting to a fast-paced work environment: I had to learn how to manage multiple tasks quickly, especially when customer flow was high.
· Limited computer access: Since there were few computers available, I had to wait my turn or do some tasks manually.
· Technical terms and processes: Being unfamiliar with automotive jargon and parts at first made it difficult to follow discussions during team briefings.
· Manual record-keeping: The absence of automated systems made data management tedious and sometimes prone to errors.
Despite these challenges, I was able to adapt through observation, asking questions, and learning from senior staff.

CHAPTER FOUR
SKILLS AND KNOWLEDGE ACQUIRED
4.1 Technical and Administrative Skills
Although I was not directly involved in the technical aspect of automobile repairs, I gained relevant administrative and support skills that are essential for the smooth running of any business, especially in the automobile sector. These include:
· Record-Keeping and Filing:
I learned how to accurately maintain sales and service records, organize customer information, and update logbooks. I understood the importance of confidentiality and orderliness in handling business documents.
· Basic Inventory Management:
I acquired knowledge on how to track stock levels, record parts received and used, and support the reorder process for spare parts. This helped me understand the significance of maintaining accurate stock records to avoid shortages or overstocking.
· Documentation and Receipting:
I became proficient in issuing receipts, processing invoices, and maintaining order forms. I also assisted in cross-checking figures and balancing daily reports to ensure accountability and transparency in financial transactions.
· Data Entry and Microsoft Office Tools:
I improved my skills in typing, formatting documents, and managing simple spreadsheets using Microsoft Word and Excel. These tools were essential for creating customer reports, updating inventory sheets, and printing service records.
· Use of Office Equipment:
I became familiar with the use of printers, photocopiers, and scanners in handling documents and preparing reports.
4.2 Interpersonal and Communication Skills
Working in a customer-focused environment helped me enhance the following soft skills, which are vital for any business administration role:
· Customer Service Etiquette:
I learned how to interact with customers respectfully, respond to their inquiries, and provide basic information about the company’s services. This helped in building trust and enhancing the reputation of the organization.
· Teamwork:
I worked closely with technicians, administrative staff, and the storekeeper. This improved my ability to function effectively as part of a team and understand how collaboration contributes to overall business success.
· Effective Communication:
I gained experience in relaying customer concerns to technicians, providing feedback to clients, and participating in internal meetings. I also learned the importance of listening attentively and speaking clearly and confidently.
· Time Management:
With multiple responsibilities, I developed better time management and organizational skills to meet daily targets. I learned how to prioritize tasks during peak service hours and ensure that customer service was not compromised.
· Problem-Solving:
Occasionally, I encountered unexpected issues such as missing documents or delayed stock. I learned how to remain calm, think critically, and consult with colleagues to find quick and effective solutions.
4.3 Bridging Classroom Theory with Practical Experience
This training provided a practical application of many business administration concepts I had studied, such as:
· Business Operations Management:
I observed how daily operations are coordinated among different departments, including how tasks are delegated and monitored for efficiency and quality service delivery.
· Customer Relationship Management:
I applied strategies for handling customers professionally and resolving complaints tactfully. I saw firsthand how good customer service contributes to customer retention and referrals.
· Procurement and Supply Chain Processes:
I witnessed how spare parts were sourced, recorded, and distributed within the business. I gained insight into vendor relations, purchasing cycles, and inventory cost management.
· Financial Transactions and Bookkeeping:
I learned how revenue is recorded, how services are billed, and how financial records are organized. I also gained a basic understanding of balancing daily cash flow and reviewing service charges.
This hands-on experience made the theories I learned in class more meaningful and applicable to real-world business situations. It exposed me to the dynamics of managing a small business and gave me valuable insight into both administrative and customer service responsibilities within a professional environment.


CHAPTER FIVE
 CHALLENGES, RECOMMENDATIONS, AND CONCLUSION
5.1 Challenges and Solutions
During the course of my Industrial Training, I encountered some challenges that initially made adaptation a bit difficult. However, with time, support from staff members, and a willingness to learn, I was able to overcome them. These include:
· Manual Record-Keeping:
The organization relied heavily on manual documentation, which made it time-consuming to process data.
Solution: I adapted by organizing documents in a more structured way and suggested basic improvements using simple spreadsheet templates.
· Limited Access to Digital Tools:
The limited number of computers available for administrative work slowed down the documentation process.
Solution: I managed my time effectively and sometimes completed basic documentation tasks manually until a system became available.
· Lack of Familiarity with Technical Terms:
Initially, I found it difficult to understand some automobile-related terms used during team meetings.
Solution: I kept a small notebook where I wrote down unfamiliar words and later researched them or asked technicians for clarification.
· Fast-Paced Work Environment:
On busy days, I found it challenging to keep up with tasks while assisting both customers and staff.
Solution: I learned to prioritize tasks and improve my multitasking ability under pressure.
5.2 Recommendations for the Organization
Based on my observations, I would like to suggest the following to Alaba Automobile Ventures:
· Adopt a Digital Record-Keeping System: Transitioning from manual to digital systems (e.g., using spreadsheets or basic software) will improve speed, accuracy, and accessibility of customer and inventory records.
· Training for Interns: Providing a short orientation or handbook for interns can help them understand the company’s structure and operations more quickly.
· Increase Access to Office Tools: Providing more administrative tools, such as computers and printers, would enhance work productivity and reduce delays.
5.3 Suggestions for Future SIWES Participants
For students preparing for SIWES, I recommend the following:
· Be Open-Minded and Ready to Learn: Not all tasks will match what is taught in class, but every task adds value to your knowledge and skills.
· Ask Questions: Don’t hesitate to ask for clarification. The staff are usually willing to teach if you show interest.
· Take Notes: Keep a journal to record what you learn each day — this helps with report writing and retention of knowledge.
· Be Professional: Dress appropriately, respect your supervisors, and take your assignments seriously.
5.4 Summary and Conclusion
My SIWES experience at Alaba Automobile Ventures was an eye-opener into the real-world business environment. I gained practical skills in administration, communication, record-keeping, and customer service, which complemented the theoretical knowledge gained from my academic studies. Despite a few challenges, the training has enhanced my readiness for the professional world and given me clearer insights into managing a business efficiently.
In conclusion, the Industrial Training was a rewarding experience that helped build my confidence, improved my work ethic, and sharpened my interpersonal skills. I believe the lessons learned will be beneficial in my future career as a business administrator.
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