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CHAPTER ONE
1.1	INTRODUCTION	
The Industrial Training is a training Scheme by which a student can undergo practical training within an approved Industrial undertaking having specific amount of fixed assets or turnover of paid up share capital. The scheme is a participatory program involving Universities, Polytechnics and Technical Colleges and students of carious Institutions of Nigeria.
	The Student Industrial Work Experience Scheme (SIWES) is funded jointly by Industrial Training Fund (ITF). The Scheme completes part of the academics requirement standards in pursing the award of the National Diploma in Office Technology Management. The training lasts for six months. The theory and the practical aspect are being joined together in the programme in order to find out how things are being done. In theory, we are to read electronic guidance, books, novels which concern deeply with sense of belonging especially in course of concern them in practical we have to know how to do things by ourselves to enhance spirits of commitment in all we do. That is why, for efficient moving of this programme in conjunction with ministry of education has set a step that students should be going for these programme. Office Technology Management Departments has seen it as a step forward of progress by sending their student to embark on it.
1.2 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 ourself  a computer operator , programmer a system analyst. 
1.3 AIMS AND OBJECTIVE OF SIWES
i. It promotes interaction between student in training and the company staffs. 
ii. It helps us to gain moiré to what to customer.
iii. It help us to know  how to relate to customer 
iv. It help  us to be perfect in our course of study
v. It help us to know how the computer system is been operate
vi. It help us to know more about practical aspect  of what we have being taught in the school












CHAPTER TWO
DESCRIPTION OF THE ESTABLISHMENT OF ATTACHMENT
2.1	LOCATION AND BRIEF HISTORY OF OMI ADIO IDO LOCAL GOVERNMENT
Ido Local Government Area in Oyo State, Nigeria, was established in May 1989, with its headquarters in Ido Town, a settlement of Ibadan land, and is known for its agricultural potential, with a significant portion of the population engaged in farming. 
Omi-Adio is a notable community within the Ido Local Government Area (LGA) of Oyo State, Nigeria. The Ido LGA was officially established in May 1989, with its headquarters in Ido Town, a recognized settlement of Ibadan land. Historical accounts indicate that the first settlers were part of the Yoruba warlords who established and formed Ibadan lands around the 15th century. 
The Ido LGA covers an area of approximately 986 square kilometers and had a population of 103,261 according to the 2006 national census. It encompasses several key communities, including Ido, Apete, Ologuneru, Omi-Adio, Apata, Awotan, and Akufo. The region shares boundaries with Oluyole, Ibarapa East, Akinyele, Ibadan North, Ibadan North-West, and Ibadan South-West LGAs in Oyo State, as well as Odeda Local Government in Ogun State. 
The area is characterized by fertile soil suitable for agriculture, with about 65% of the population engaged in farming activities. Residents cultivate various cash crops such as cocoa, kola nut, and palm oil, along with food crops like maize and rice. The region also benefits from industrialization, housing industries such as the Nigerian Wire and Cable Ltd, Nigerian Mining Corporation, and the NNPC. 
In recent developments, the Omi-Adio community has seen infrastructural improvements, including the commissioning of a 10-kilometer road linking Omi-Adio to Ido Junction. This project, executed by the Ido Local Government Council, aims to enhance connectivity and stimulate economic activities in the area.
 Additionally, the Omi River flows through Omi-Adio, influencing the area's hydrology and contributing to its agricultural viability. 
Overall, Omi-Adio's historical significance, coupled with ongoing infrastructural and agricultural developments, continues to shape its role within the Ido Local Government Area and Oyo State at large.
2.2	ORGANIZATIONAL STRUCTURE OF OMI ADIO IDO LOCAL GOVERNMENT
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2.3	FUNCTION OF VARIOUS DEPT/UNIT
1. Executive Arm
· Chairman/Mayor (Local Government Chairman) – The head of the local government, responsible for policy implementation and governance.
· Vice Chairman – Assists the chairman and acts in their absence.
· Supervisory Councillors – Oversee various departments such as education, health, agriculture, and works.
· Secretary to the Local Government (SLG) – The head of administration, coordinating government activities.
2. Legislative Arm
· Legislative Council (Councilors from Wards) – Responsible for making bylaws and policies for the local government.
· Leader of the Council – Heads the legislative council.
· Deputy Leader – Assists the leader in legislative functions.
· Clerk of the Council – Keeps records and handles administrative duties for the legislative arm.
3. Administrative Arm
· Head of Local Government Administration (HLGA) – The highest-ranking civil servant, responsible for the day-to-day operations.
· Departmental Heads (Various Departments) – Oversee functions like finance, health, agriculture, works, and social development.
4. Departments in Local Government
· Finance & Treasury Department – Handles budgeting, revenue collection, and financial management.
· Works & Infrastructure Department – Responsible for roads, electricity, water supply, and maintenance of public facilities.
· Education & Social Services Department – Manages schools, scholarships, and social welfare programs.
· Health & Environment Department – Handles healthcare facilities, sanitation, and environmental management.
· Agriculture & Natural Resources Department – Supports farmers, cooperatives, and agricultural development.
· Legal Department – Provides legal services and advice to the local government
CHAPTER THREE
REPORT ON WORK ACTUALLY CARRIED OUT WITH CLEAR STATEMENT
3.1	WORK EXPERIENCED DURING ATTACHMENT
REGISTRY
A registry is an office or department responsible for keeping official records, documents, and other important information for an organization, government, or institution. Registries play a critical role in maintaining accurate records and ensuring smooth administrative operations.
To establish and operate a registry, the following requirements must be met:
1. Legal Authorization – A registry must be officially recognized by relevant government authorities or organizations.
2. Physical Infrastructure – A secured office space with proper filing cabinets, storage systems, and digital backup facilities.
3. Qualified Personnel – Trained staff responsible for documentation, record-keeping, and management.
4. Standardized Documentation System – Use of electronic or manual filing systems for easy retrieval of records.
5. Confidentiality Measures – Security protocols to ensure sensitive information is protected from unauthorized access.
6. Technology & Digitalization – Integration of computer-based record-keeping and database management systems.
7. Compliance with Regulations – Adherence to data protection laws and official guidelines governing records management.
TYPES OF REGISTRY	
i. Open registry 
ii. Secret registry  
An Open Registry refers to a system in which a country allows ships owned by foreign individuals or companies to be registered under its flag. This means that a vessel does not have to be owned by a citizen or a company based in that country to be legally registered there. Open registries are commonly associated with the shipping industry.
An Open Registry is a system where ships can be registered in a foreign country, providing benefits such as lower costs, tax advantages, and operational flexibility. However, it also raises concerns about safety and labor rights due to less stringent regulations. This system is widely used in the global shipping industry to reduce operational expenses.
Features of an Open Registry
1. Foreign Ownership Allowed – Ships owned by individuals or companies from other countries can register under the flag of the open registry nation.
2. Lower Registration Costs – Many open registry countries offer cheaper fees and reduced regulatory requirements compared to traditional registries.
3. Flexible Labor Laws – Shipowners can hire international crew members under more relaxed labor conditions, often leading to lower operational costs.
4. Tax Benefits – Open registry countries often provide tax incentives, such as lower corporate taxes and reduced customs duties.
5. Less Stringent Regulations – Open registries tend to have more lenient safety, environmental, and operational requirements, making them attractive for ship owners looking to reduce compliance costs.
6. Common in Shipping Industry – Many commercial ships, including cargo vessels and tankers, register under open registries to benefit from lower costs and fewer restrictions.
Advantages of an Open Registry
· Lower costs for ship registration and operation.
· More flexibility in hiring crew members from different countries.
· Tax advantages for shipowners.
· Less bureaucratic red tape in vessel registration.
Disadvantages of an Open Registry
· Concerns over safety and environmental regulations.
· Potential for poor labor conditions due to relaxed employment laws.
· Some open registry ships may be flagged for increased scrutiny due to regulatory concerns.
SECRET REGISTRY
A secret registry refers to a confidential or restricted database where certain records are stored and protected from public access. These registries are often used by governments, security agencies, and private organizations to maintain sensitive information that is not meant for general disclosure.
A secret registry is essential for safeguarding classified information, protecting national security, and preventing unauthorized data access. However, it requires strict regulation and ethical management to prevent misuse and ensure accountability.
Functions of Secret Registry
A secret registry serves several purposes, primarily for confidentiality and security. Its key functions include:
1. Confidential Record Keeping – Stores highly sensitive or classified information that must not be publicly accessible.
2. National Security Protection – Maintains intelligence, defense, and counterterrorism data for security agencies.
3. Law Enforcement & Crime Prevention – Protects identities of undercover officers, whistleblowers, and informants.
4. Corporate & Trade Secret Protection – Secures business secrets, patents, and proprietary technologies from competitors.
5. Witness Protection & Sensitive Identity Management – Maintains records of individuals in witness protection programs.
6. Cybersecurity & Digital Data Protection – Stores encrypted records related to critical IT infrastructure, preventing cyber threats.
7. Financial Security & Anti-Fraud Monitoring – Keeps confidential records of financial transactions, money laundering investigations, or government blacklists.
Advantages of a Secret Registry
Secret registries provide several benefits, including:
· Enhanced Security – Protects classified information from unauthorized access, cyber threats, and espionage.
· Data Privacy Protection – Ensures sensitive personal and institutional data is not exposed.
· Prevention of Fraud & Identity Theft – Restricts access to important records, reducing the risk of misuse.
· National & Corporate Interests Protection – Helps safeguard a country's intelligence, military plans, and business innovations.
· Legal Compliance – Ensures compliance with data protection laws, allowing only authorized access.
· Effective Law Enforcement Operations – Helps police, intelligence agencies, and courts maintain secrecy in critical cases. 
Disadvantages of a Secret Registry
Despite its benefits, secret registries also have some drawbacks:
· Lack of Transparency – Since information is not publicly available, it can lead to abuse, corruption, or unethical activities.
· Access Control Issues – If poorly managed, unauthorized individuals might gain access to classified records.
· Difficult Data Retrieval – Restrictions may make it harder for authorized personnel to access necessary records quickly.
· Potential for Government Overreach – Some governments may misuse secret registries to hide critical information from the public.
· Legal Complications – If not well-regulated, secret registries can violate privacy rights and lead to lawsuits.
· Risk of Data Breaches – Despite high security, hacking or internal leaks could expose sensitive information.
FUNCTIONS OF REGISTRY
A registry performs several key functions, including:
1. Record-Keeping – Maintaining official records for individuals, businesses, or institutions.
2. Data Management – Organizing, updating, and securing stored information.
3. Processing Applications – Handling applications for registration, certification, and verification.
4. Legal Documentation – Issuing and verifying legal documents such as birth certificates, business registrations, and title deeds.
5. Communication & Correspondence – Managing official communications, emails, and files.
6. Data Retrieval – Ensuring easy access to information when needed.
7. Security & Confidentiality – Protecting sensitive records from loss, damage, or unauthorized access.
8. Compliance & Regulatory Oversight – Ensuring adherence to laws and regulations related to data storage and management.
9. Support for Decision-Making – Providing accurate data for informed decision-making in organizations.
3.2	DIFFERENCE BETWEEN PENSION AND GRATUITY
	ASPECT 
	PENSION
	GRATUITY 

	
	A regular payment made to retired employees usually on a monthly basis. for the rest of their 
lives
	A one-time lump sum payment given to an employee upon retirement or completion of service.

	Payment Structure
	Paid periodically (monthly, quarterly, or yearly).
	Paid only once at the time of retirement or resignation.

	Eligibility 
	Usually requires an employee to have worked for a certain number of years
	Given to employees based on the length of service, but does not require ongoing payments.

	Source of funds
	Comes from pension schemes where both employer and employee contribute during active service.
	Funded solely by the employer as a reward for long-term service.

	Objective
	Ensures financial security for retirees.
	Provides immediate financial relief to retirees.

	Duration
	Continuous payments until the retiree passes away.
	A one-time payment that does not continue after retirement



3.3	REQUIREMENTS/QUALIFICATIONS FOR PROMOTION AT SUBEB (STATE UNIVERSAL BASIC EDUCATION BOARD)
Promotion at SUBEB is usually based on performance, experience, and qualifications. The general requirements include:
1. Educational Qualification – Must possess the required academic degree or certification relevant to the position.
2. Years of Service – Employees must have worked for a minimum number of years in their current rank before being considered for promotion.
3. Performance Evaluation – Candidates must have a positive record in past performance appraisals.
4. Professional Development – Participation in training programs, workshops, or further studies may be required.
5. Disciplinary Record – Employees must not have any record of misconduct, fraud, or indiscipline.
6. Recommendation– Approval or recommendation from superiors and departmental heads.
7. Examinations and Interviews – Some promotions may require written tests or oral interviews.
8. Vacancy Availability – Promotion is subject to available positions within the organization.
9. Seniority and Merit – Employees with a combination of seniority and excellent performance are prioritized.
CHAPTER FOUR
SUMMARY, RECOMMENDATION AND CONCLUSION
4.1	CHALENGES ENCOUNTERED 
	The programme was requiring more than usually expected, especially great patient effort and skills. The challenges was finance: owing to the fact that the organization does not give me any grant of financial support, transportation became a major source of expenditure. I never encounter any difficulties based on my programme, they monitor and taught me what I needed to know and I put them into practice. It wasn’t an easy task to undergo, only God in Heaven saw me through.
The success of my training is undisputed, but it was not devoid of rough edges. I experienced some challenges, among these are:
· The issue of expensive transportation was the problem of transportation because my place of attachment was a little bit far from my.
· The bureaucratic system is rigid and before things are done its takes so much time. This affected the conducive working environment for the members of staff in that whenever machines are bad and need repairs it takes so much time before it gets attended to. This system made work so tedious and cumbersome.
Lastly the issue of industrial base I was unable to get in touch with my survive till I ended my program which gave me a lot of worry and concern.
4.2	SUGGESTION TO IMPROVEMENT OF THE SCHEME
I suggested that polytechnic should make Siwes compulsory for every science and technology student so that it will make them perfect in practical  aspect in their  study. 
· Visiting of students during the program should be ensured by the ITF 
· Students should be paid their allowance on time to ensure motivation
· Selection of placement should not be left to students. Polytechnics should make a means of allocating students to related companies
· Seminars should be organized for establishments to acquaint them with their roles towards students on training
· Government should participate fully in the provision of equipment in the placement centers
4.3	RECOMMENDATION
Early approved of Siwes report is the most important factor to be considered by the polytechnic authority because the siwes might need a huge amount of money which the students might not be able to get as once and also to avoid delayed of the siwes.
Unstable power supply is another major problem encountered during the construction of the siwes.
Finally, I will appeal to the polytechnic that school should before to use any of the technological tools during course of study. In as such that such tools can not cause damage to them.
4.4	CONCLUSION
My three month student industrial work experience scheme has been one of the most interesting, productive and instructive experience in my life. Through this training. I have gained new insight and more comprehensive understanding about the real industrial working condition and practice; it has also improved my soft and functional skills. All these valuable experiences and knowledge’s that I have gained were not only acquired through the direct involvement in task but also through other aspects of the training such as:  work observation, interaction with colleagues, superior and other people related to the field.
1.3 DEPARTMENTS AND THEIR FUNCTIONS
Executive   director:   He   owns   the   company   and   has   power   to   select,
evaluate and make decision in the company.
Managing director: He is in charge of the day to day activities of the
company.
Administrative   manager:  He   is   in   charge  of   making   the   organisation
operate smoothly and run the business affairs.
Quality control manager: He is in charge of laboratory, supervises all the
analysis   carried   out   in   the   laboratory   making   sure   that   the   finished
product is of good quality.
Production manager:  He is in charge of all the production that takes
place in the industry.
Account manager:  He keeps record of all the financial account of the
company giving detail account of its expenditure and profit.
Marketing   manager:  He   is   in   charge   of   advertising   and   selling   the
product.
Chief engineer:  He makes sure that the machines and equipments are
kept in good condition by servicing and checking them reg
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