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CHAPTER ONE
INTRODUCTION
1.1 Background of SIWES
The Student Industrial Work Experience Scheme (SIWES) is a mandatory industrial training program established by the Federal Government of Nigeria through the National Board for Technical Education (NBTE) and supervised by the Industrial Training Fund (ITF). It was developed to bridge the gap between academic learning and practical industrial experience. The scheme is targeted at equipping students with firsthand experience in real working environments to enhance their technical competence, interpersonal skills, and overall readiness for employment upon graduation. It is an essential component of the curriculum for students in technical and business-related courses.
1.2 Objectives of SIWES
The primary objectives of the SIWES program include:
    To provide students with the opportunity to translate theoretical knowledge into practical work experience. 
    To expose students to modern work environments, professional practices, and job responsibilities. 
    To develop students’ understanding of business operations, planning, and administrative functions. 
    To help students acquire skills, values, and competencies that will improve their employability. 
   To foster a better understanding of industrial work ethics, communication, and teamwork. 

1.3 Overview of Fortunate Bakery
Fortunate Bakery is a fast-growing bakery business located at No. 9, Tijani Adejumo Street, behind Lower Niger River Basin, Ilorin, Kwara State. The organization is known for its commitment to producing high-quality baked goods, including different varieties of bread, cakes, and pastries. Fortunate Bakery serves both individual customers and wholesale distributors within Ilorin and its surrounding areas. The company places a strong emphasis on hygiene, timely production, customer satisfaction, and efficient service delivery. It operates with a small but effective team of skilled bakers, sales staff, and administrative personnel who coordinate to ensure smooth daily operations.
1.4 Relevance of SIWES to Business Administration Students
The SIWES experience is highly relevant to students of Business Administration, as it offers them practical exposure to the inner workings of a business environment. Through participation in daily activities at Fortunate Bakery, I was able to observe how business strategies are implemented, how customer needs are managed, and how resources are coordinated for productivity. The experience provided valuable insight into functions such as inventory control, staff supervision, sales management, and documentation. This form of learning outside the classroom is crucial for developing skills in leadership, planning, organization, and decision-making—skills that are essential for any future administrator.
1.5 Goals and Expectations
As I began my industrial training at Fortunate Bakery, I set several goals for myself. These included:
To gain practical experience in managing daily business operations. 
To understand how the production and sales processes are coordinated in a bakery setting. 
To develop skills in customer service, inventory handling, and administrative tasks. 
To observe how real-life challenges are managed in a business environment. 
To apply the theories and concepts I had learned in class to real business situations. 
I expected the program to be a valuable learning opportunity that would boost my confidence and prepare me for the dynamic business world after graduation.


CHAPTER TWO
ORGANIZATIONAL OVERVIEW
2.1 Overview of Fortunate Bakery
Fortunate Bakery is a medium-scale enterprise engaged in the production and sale of baked goods such as bread, cakes, meat pies, doughnuts, chin-chin, and other pastries. Located at No. 9 Tijani Adejumo Street, behind Lower Niger River Basin, Ilorin, Kwara State, the bakery has earned a reputation for quality, hygiene, and timely delivery. The business serves both individual customers and local retailers across different parts of Ilorin.
The bakery operates under a well-coordinated structure, integrating various departments such as production, packaging, sales, and administration to ensure efficiency. With a team of experienced bakers, sales representatives, and support staff, Fortunate Bakery consistently meets the needs of its growing customer base.
2.2 Organizational Structure
The organizational structure of Fortunate Bakery follows a hierarchical model with clearly defined roles and responsibilities. The bakery is headed by a General Manager who oversees all departments. Each department is supervised by a unit head responsible for managing day-to-day operations. These departments include:
· Production Unit: Responsible for baking and preparing all products.
· Packaging Unit: Handles wrapping, labeling, and arranging finished goods for distribution.
· Sales and Marketing Unit: Manages direct sales, customer engagement, and market outreach.
· Procurement Unit: Sources raw materials such as flour, sugar, yeast, and packaging supplies.
· Maintenance Unit: Oversees the upkeep and servicing of baking machines and equipment.
· Administration Unit: Deals with payroll, staff records, logistics, and internal communication.
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2.3 Departments and Their Functions
Below is a brief explanation of the key functions of each department within the bakery:
· Production Department:
· Prepares dough and mixes ingredients in proper proportions.
· Operates baking machines and ovens.
· Ensures product quality and consistency.
· Packaging Department:
· Wraps and seals finished baked goods.
· Labels items with expiration dates and branding information.
· Prepares packaged goods for distribution.
· Sales and Marketing Department:
· Engages with walk-in and wholesale customers.
· Manages orders and delivery arrangements.
· Collects feedback and promotes new products.
· Procurement Department:
· Buys ingredients and consumables from reliable suppliers.
· Keeps inventory records of raw materials and restocking schedules.
· Maintenance Department:
· Fixes faulty equipment.
· Ensures machines are cleaned and oiled to prevent breakdowns.
· Administration Department:
· Handles documentation, staff attendance, and salary processing.
· Coordinates with all units to ensure smooth workflow.
The collaboration between these departments is key to the smooth functioning of Fortunate Bakery, enabling it to maintain a high standard of product and service delivery.



CHAPTER THREE
DESCRIPTION OF DUTIES
3.1 Introduction
During my three-month SIWES program at Fortunate Bakery, I was assigned to various departments, including the production, packaging, sales, and administrative units. This rotation allowed me to gain a broad understanding of bakery operations and experience how each unit contributes to the overall efficiency and customer satisfaction of the business.
3.2 Daily Responsibilities
My daily responsibilities varied depending on the department I was working in at the time. Below is a breakdown of the tasks I carried out:
A. Production Unit
· Assisted in measuring and mixing ingredients under supervision.
· Observed and learned the dough preparation and fermentation process.
· Helped in operating and cleaning ovens and baking equipment.
· Ensured cleanliness of work surfaces and utensils before and after baking.
B. Packaging Unit
· Helped in cutting, wrapping, and sealing baked goods for delivery and display.
· Labeled packages with product names and expiry dates.
· Sorted items according to size and type for efficient arrangement.
· Maintained hygiene standards throughout the packaging area.
C. Sales and Customer Service
· Attended to walk-in customers by providing product information and handling inquiries.
· Assisted in taking orders and issuing receipts.
· Handled cash transactions under supervision.
· Helped in displaying baked products attractively at the sales counter.
D. Administrative Office
· Helped record daily sales in notebooks and basic spreadsheets.
· Filed customer order records and receipts.
· Organized inventory lists and noted stock levels for raw materials.
· Participated in morning briefings with staff to plan daily activities.
3.3 Skills Applied and Developed
Throughout the training, I applied and improved several skills, including:
· Communication Skills: I engaged with customers and colleagues professionally, which improved my confidence in handling business conversations.
· Teamwork: I worked closely with bakers, sales reps, and office staff, learning the importance of cooperation in achieving shared goals.
· Attention to Detail: In both baking and packaging, precision was essential to maintain quality.
· Time Management: I learned to prioritize tasks and meet tight deadlines, especially during peak sales hours.
· Organizational Skills: I maintained neat records and contributed to orderly storage of supplies and finished goods.
3.4 Exposure to Equipment and Materials
I became familiar with various baking tools and materials used in a bakery setting, including:
· Measuring cups and scales
· Dough mixers
· Baking trays and pans
· Industrial ovens
· Plastic wrappers and sealing machines
· Cleaning tools like mops and brushes
· Office stationery for documentation
3.5 Work Schedule
My typical work schedule ran from 8:00 AM to 4:00 PM, Monday through Saturday. Mornings were usually focused on baking and packaging, while the afternoons involved customer service and administrative support.
CHAPTER FOUR
SKILLS AND KNOWLEDGE ACQUIRED
4.1 Technical and Operational Skills
During my industrial training at Fortunate Bakery, I had the opportunity to acquire practical skills that contributed significantly to my academic and professional development. These include:
· Baking Techniques: I learned the basics of measuring, mixing, kneading, and baking, gaining insight into the different stages of bread and pastry production.
· Product Packaging: I acquired knowledge of hygienic packaging procedures, labeling, and handling of baked goods to maintain product quality.
· Inventory Management: I assisted in keeping records of raw materials and finished products, and supported reordering when supplies were low.
· Record Keeping: I became familiar with logging sales, documenting customer orders, and organizing receipts and delivery notes.
· Use of Basic Office Tools: I improved my proficiency in using Microsoft Word and Excel for documenting daily transactions and inventory.
4.2 Interpersonal and Communication Skills
Working with staff and customers daily helped me strengthen essential soft skills such as:
· Customer Relations: I learned how to attend to customers politely, listen to their needs, and resolve minor complaints or issues in a respectful manner.
· Team Collaboration: Working with a team of bakers, sales representatives, and administrative officers helped me understand the importance of cooperation and teamwork in achieving organizational goals.
· Verbal and Written Communication: I gained confidence in expressing myself clearly during briefings and when communicating customer orders.
· Adaptability: I learned how to adjust quickly to changes in workflow, customer preferences, and high-demand periods like weekends or festive seasons.
4.3 Practical Application of Theoretical Knowledge
The training at Fortunate Bakery provided a platform to apply several concepts I had previously learned in class. These include:
· Principles of Business Management: I observed how business goals are achieved through structured daily activities, effective communication, and role delegation.
· Entrepreneurship: The bakery's operations gave me a real-world example of how small-scale businesses function, innovate, and grow in a competitive market.
· Marketing and Sales Strategy: I saw firsthand how customer satisfaction, product quality, and location influence sales performance.
· Financial Documentation: I learned how income from sales is recorded and analyzed to monitor profitability.
4.4 Personal Development and Work Ethics
This experience helped me grow in terms of:
· Punctuality and Responsibility: I learned to report early and complete tasks efficiently.
· Cleanliness and Hygiene: Especially in the production and packaging units, I understood the importance of maintaining strict hygiene practices in the food industry.
· Discipline: I was trained to follow instructions, respect superiors, and comply with workplace rules.
4.5 Challenges Encountered and Solutions
· Challenge: Adapting to the fast-paced work environment, especially during high-demand periods.
Solution: I improved my time management skills and sought guidance from more experienced staff to meet expectations.
· Challenge: Understanding baking measurements and timing accurately.
Solution: I observed keenly, asked questions, and practiced under supervision.


CHAPTER FIVE
SUMMARY, CONCLUSION, AND RECOMMENDATIONS
5.1 Summary of Experience
My industrial training at Fortunate Bakery, Ilorin, provided an enriching experience that significantly complemented my academic studies in Business Administration. Over the three-month period, I was exposed to the daily operations of a bakery business—from production to packaging, customer service, inventory handling, and administrative documentation. This hands-on experience enhanced my understanding of how a small business operates and how each department contributes to the overall success of the organization.
The supportive environment at Fortunate Bakery allowed me to gain relevant technical and administrative skills, improve my interpersonal abilities, and apply classroom knowledge in real-life business scenarios.
5.2 Conclusion
The Student Industrial Work Experience Scheme (SIWES) is an essential component of learning that bridges the gap between theory and practice. My participation at Fortunate Bakery helped me develop a strong foundation in small business operations, workplace ethics, and customer relations. This experience has not only improved my confidence and communication skills but also expanded my understanding of how to contribute effectively to a business environment.
The exposure I gained during this period will serve as a stepping stone for future career development and entrepreneurial ventures.
5.3 Recommendations
Based on my experience, I would like to make the following recommendations:
· To the School:
• Continue to promote the importance of SIWES by providing guidance and support for students in securing placements related to their field of study.
• Organize pre-SIWES orientation to better prepare students for the challenges of industrial work settings.
· To the Host Organization (Fortunate Bakery):
• Provide a more structured training outline for students, so they can understand their roles and objectives from the beginning.
• Include periodic feedback sessions to evaluate interns’ performance and areas for improvement.
· To Future SIWES Students:
• Be proactive and willing to learn from every task, no matter how simple.
• Maintain a positive attitude, observe workplace protocols, and ask questions to gain deeper understanding.
• Treat the training seriously, as it is a valuable opportunity to build skills and workplace experience.
In conclusion, SIWES is an impactful program that exposes students to the real world of work. I am grateful for the opportunity to train at Fortunate Bakery and for all the lessons learned throughout the period.
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