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DEDICATION
	This SIWES reports is dedicated to Almighty God the most high, who made it possible for me to participate in this program and also my parent for their loving and caring over me.
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ABSTRACT
This report holds a review of the Student Industrial Work Experience Scheme (S.I.W.E.S), at T & K Business and Co-operative, Ibadan, Oyo State. The nature of this report spans the duration and findings during the program, including uses of office administration tasks, data entry and record keeping marketing strategies, customer service and relations, and some aspects related in business operation. 
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CHAPTER ONE
1.1	INTRODUCTION
	In some years back in the Nigeria polytechnic, national diploma science students use to go for four months industrial training after the first year in the polytechnic, to let them know more about what they have been done in the school, science students they need to practicalized their work s to make them perfect in the area of their specialization, it is organized by Industrial Training Funds (ITF)

0. DEFINITION OF SIWES
Student  Industrial  Working Experience  Scheme (SIWES) is a program organized by industrial training fund (ITF) for  National  Diploma science  student  after their first year  ITF) for  National  Diploma science  student  after their first year  on campus , to help them known more about the practical aspect of what they have been thought  in the school, thou will do practical in  the school but we  still have some  area where  we have to know, that it will help us in future to be able to call ourselves a computer operator, programmer a system analyst.

0. AIMS AND OBJECTIVE OF SIWES
1. It promotes interaction between student in training and the company staffs. 
1. It helps us to gain moiré to what to customer.
1. It helps us to know how to relate to customer 
1. It helps us to be perfect in our course of study
1. It helps us to know how the computer system is been operate

CHAPTER TWO
 EXPERIENCE GAINED
2.1   I was introduced to all staff of work development in general and I was shown all the sections of the organization then I was assigned to assist in office administration tasks. 

Office Administration Tasks
Office administration plays a critical role in an organization. It involves various activities that are crucial in order to ensure business operations function smoothly and effectively.
The function of office administration ranges from basic data entry clerk duties to assisting senior level executives within an organization.

Daily tasks of office administrators:
Attending phone calls
Greeting visitors/clients
Managing emails
Handling client queries and complaints
Coordinate plans within different departments
Maintaining office equipment

Major Administrative tasks in the office:
Using spreadsheet software to enter data
Compiling documentations
Using virtual means to arrange meetings with the client
Overseeing digital communication tools
Ensuring cyber security is working
Coordinating events
Administrative duties
2.2	Data Entry and Record Keeping 
Data Entry 
Data entry is a type of clerical work that involves using various processes like typing and voice recording for entering data into computers. Data entry clerks work in a variety of industries, including healthcare, finance, retail and transportation.  
Record Keeping 
Record keeping is how you log, store and dispose of important financial information for your business. Records are: source documents, both physical and electronic, that show transaction dates and amounts. Contracts and other legal documents. Private customer and business details.

2.3	Marketing Strategies 
Marketing strategy refers to efforts undertaken by an organization to increase its sales and achieve competitive advantage.[1] In other words, it is the method of advertising a company’s products to the public through an established plan through the meticulous planning and organization of ideas, data, and information.
Some marketing strategies are; 
1. Social Media Marketing
Social media marketing is one of the most popular types of marketing strategies. And, it’s also one of the most effective to build awareness and increase sales.
2. SEO (Search Engine Optimization)
SEO refers to how you can get free and organic traffic to your website.
3. Email Marketing
Email marketing is one of the types of marketing strategies that work far better than its traditional counterpart. For one, gathering email addresses is much easier than collecting mailing addresses or phone numbers. And two, the costs are much lower because there are no printing and postage costs with email marketing. Sending emails is free by comparison!
4. Content Marketing
Content marketing is different from the other types of marketing strategies. Content marketing can influence someone’s thoughts without them even knowing it.
5. Conversational marketing
Conversational marketing is an approach to marketing that uses conversational AI to connect with your audience through one-to-one real-time interactions.
6. Local marketing
Local marketing is a marketing strategy that is targeted to customers within a particular radius of the business’s physical location like a coffee shop for instance. It is also known as local store marketing or neighborhood marketing. And its marketing goals are to drive traffic to the store and get a business’s products or services in front of the local community.
7. Mobile marketing
Mobile marketing is any online marketing activity that promotes products and services via mobile devices.
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2.4	Customer Service and Relations
Customer relations refers to methodologies, and customer service refers to reactive interactions—both are crucial and work together to create a good customer experience. The customer service team plays a key role in growing customer relationships, as they are usually the first point of contact for customers. 


2.5	Other Experience Gained. 
Other experience gained during my SIWES are; 
· Negotiation skills and techniques 
· How to develop skills of sales 
· Import and export of goods and services
· Inventory Management 
· How to develop comprehensive understanding on business operation 
· Sustainability and corporative social responsibility. 


CHAPTER THREE
PROBLEMS ENCOUTERED, SUMMARY, CONCLUSION AND RECOMMENDATION
3.1	Problems Encountered
The following are little problems encountered during my SIWES. 
· Training Placement 
· Inadequate Financial Support 
· Problem of transportation 
· Time wasted when being sent on an errand by my supervisors  

3.2 	Summary 
	Firstly students industrial Work Experience Scheme (SIWES) is aimed at enlightening, preparing and promoting students experience in their field of study and work they will meet after schooling. At the end of this work scheme, I understood the concept of electronic workshop tools, components and electronic machines. Their types and the way they operate were also understood. 

3.3 	Conclusion 
A registry is the life wire of every organization just as the head perform crucial function in the body. It houses all the information and documents which are valuable for effective decision-making and references.
Besides Senior staff should cooperate with all staff in the registry in order to enable them to discharge their duties by avoiding unnecessary delay of files and removal of documents in interest of good service, document preservation, storage and retrieval.



3.4 	Recommendations 
The experience I had at T & K Business and Co-operative, Ibadan, Oyo State has posed me to recommend the following should to implemented 
1. SIWES student should be given access to the organization history 
2. Proper orientation should be given to any SIWES student 
3. Supervision of the student in accordance of is been done and what he/she learn for that day
4. SIWES student should be posted to the department base on their field of studies 
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