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CHAPTER|
INTRODUCTION

1.1 Background of Apprenticeship

The State Polytechnic of Bengkalis is the only State Polytechnic located in
Riau Province, in the Bengkalis district to be precise. The State Polytechnic of
Bengkalis was founded in 2000 by the Bengkalis district government through the
Gema Babhari Institute. At its inception, the State Polytechnic of Bengkalis was
named the Bengkalis Shipping Polytechnic and only had three study programs,
namely ship electrical engineering, ship building engineering and ship engineering
engineering. Over time, the Bengkalis Shipping Polytechnic changed its name to
the Bengkalis Polytechnic under the auspices of the Bengkalis Human
Development Foundation (YBI) and has five new study programs, namely,
shipping engineering, mechanical engineering, electrical engineering, civil
engineering and business administration.

State Polytechnic of Bengkalis accepted its first batch of new students in
July 2021. Bengkalis State Polytechnic added two more study programs in 2006,
namely business English and informatics engineering. The State Polytechnic of
Bengkalis requested the support of YBI Bengkalis, the Bengkalis Regency
Government and the Bengkalis Regency DPRD to propose an increase in the
status of a private university (PTS) to become a state university (PTN) in early
2008. In 2009, the State Polytechnic of Bengkalis proposed an increase in the
status of a university private to state universities to the ministry of national
education through the directorate general of higher education.

On February 9, 2011, the Bengkalis Polytechnic together with YBI
Bengkalis and the Bengkalis Regency Government made a presentation to the
Minister of Administrative Reform and Bureaucratic Reform to finalize the
feasibility of establishing the Bengkalis Polytechnic. On July 29, 2011, the
Bengkalis State Polytechnic officially became a PTN with the name Bengkalis
State Polytechnic through the Regulation of the Minister of National Education



(Permendiknas) Number 28 of 2011 concerning the Establishment, Organization
and Work Procedures of the Bengkalis State Polytechnic.

On December 26, 2011, the Bengkalis State Polytechnic was inaugurated
by the Minister of Education and Culture of the Republic of Indonesia. In 2013
Bengkalis State Polytechnic add ed 2 new study programs namely D4
(Mechanical Engineering, Production and Maintenance and Electrical Engineering)
and 3 D2 study programs (Welding Engineering, Power Generation System
Engineering and Computer Accounting) which are Study Programs Outside of
Domicile (PDD).

In 2014 and 2015 Bengkalis State Polytechnic added 2 new study
programs, namely D4 (Road & Bridge Design Engineering) and D3 (Nautics,
Engineering & Management and Commercial Port). In 2016 Bengkalis State
Polytechnic added several study programs namely D4 (Software Engineering,
International Business Administration and Public Financial Accounting).

The International Business administration study program is one of the
study programs at the Bengkalis State Polytechnic. This study program studies
economics and business. During the learning process, students are introduced to
the world of business from the domestic and international scope. Starting from
handling letters, administration, secretariat, offices, export import,
entrepreneurship, taxation, accounting, banking to management to prepare
students to be ready to work. Students of the International Business
Administration study program must be prepared to take part in practical work in
both state-owned companies and private companies.

Practical work is a place for student learning to get to know the real scope
in the world of work. Students can look for companies that are suitable in their
respective fields. When doing practical work, students must be able to apply the
knowledge they have learned. Practical work is carried out when students are in
the 8th semester or final semester and must pass in the previous semester. With
practical work students can add knowledge, skills, knowledge and experience

which will later be applied when working.



The international business administration study program hopes that
students can get to know the real world of work so that they can add insight, skills
and insights and can be faster and more responsive so that they can be applied in
the world of work so they can compete with the best graduates in Indonesia. The
process of practical work is carried out for 6 months and each student is required
to make a practical work report while doing practical work so that what is done
can be accounted for.

Practical work is needed not only to gain experience, but also to know the
quality when looking for a job so that companies are interested because they have
good work experience. Thus, students become more competitive and have the
potential to get the job they want.

In the practical work program, especially the 8th semester international
business administration study program, practical work is carried out for 6 months
by selecting the desired company according to ability. The practical work
coordinator also provides suggestions and choices of the best practical work
places for students. After deliberating, the author finally decided to do practical
work in the financial sector, namely banking at PT Bank Syariah Indonesia
Branch Office Duri Hang Tuah 1.

1.2 Purpose of Apprenticeship

In the practical work program, especially the 8th semester international
business administration study program, practical work is carried out for 6 months
by selecting the desired company according to ability. The practical work
coordinator also provides suggestions and choices of the best practical work
places for students. After delibeOrating, the author finally decided to do practical
work in the financial sector, namely banking at PT Bank Syariah Indonesia Tbk
Branch office Duri Hangtuah 1:
1. To know about job description at the apprenticeship.
2. To know system and procedure at the apprenticeship.
3. To know place of the apprenticeship.
4. To know kind and description of the activity at the apprenticeship.



5. To know obstacles and solution at the apprenticeship.

1.3

Significances of the Apprenticeship

Practical work basically has good benefits for students, companies where

practical work and for universities. The benefits of practical work are as follows:
For the Student

1.

a.

Students get the opportunity to apply the knowledge gained during
college as well as possible in the company.

Students get practical work experience based on the field of study being
studied.

Students get the opportunity to be able to work together in teams that
have different characters in solving problems.

Students get the opportunity to measure abilities, expertise and skills in
a company.

Students get feedback from a company regarding their abilities and
skills.

For the Company

a.

There is good cooperation between Bengkalis State Polytechnic and PT
Bank Syariah Indonesia.

Increasing the productivity of PT Bank Syariah Indonesia for the
presence of practical work students at the Bengkalis State Polytechnic.
The Company Gets a positive image from the community for the
practical work program for students, especially Bengkalis State

Polytechnic students.

For the State Polytechnic of Bengkalis

a.

Building good relations and cooperation between the State Polytechnic
of Bengkalis and PT Bank Syariah Indonesia to be used as a venue

for future street vendors and in recruiting new employees later.



Become a place to improve vocational education programs in an effort
to raise the best graduates according to the wishes of the company.

To find out the academic and practical skills that have been learned
during the learning process at the Bengkalis State Polytechnic while

carrying out practical work at PT Bank Syariah Indonesia Tbk.



CHAPTER Il
GENERAL DESCRIPTION OF THE COMPANY

2.1  Company History

Bank Syariah Indonesia or what is known as BSI is the result of a merger
of three large banks in Indonesia. The three big banks are PT Bank Syariah
Mandiri, PT Bank Rakyat Indonesia Syariah and PT Bank Negara Indonesia
Syariah. The permit for the merger of the three major banks was issued on
January 27, 2021 through letter Number SR-3/PB.1/2021 by the Financial
Services Authority (OJK). The inauguration of the merger of the three banks was
held on 1 February 2021 and was inaugurated directly by the President of the
Republic of Indonesia, namely Joko Widodo at the State Palace.

Source: Processed Data 2023

The shares of PT Bank Syariah Indonesia were owned by 3 previous banks,
namely PT Bank Syariah Mandiri, PT Bank BRI Syariah and PT Bank BNI
Syariah. PT Bank Syariah Mandiri has the largest share in PT Bank Syariah
Indonesia, which is 50.83%. PT Bank BNI Syariah by 24.85% and PT Bank BRI



Syariah by 17.25%. And the remaining shares of PT Bank Syariah Indonesia are
held by individuals of 5%.

The merger of the 3 banks aims to improve services that are more
complete and better, have a wider reach and to have a better capital capacity than
before. This merger is supported by corporate synergy and government
commitment through the Ministry of BUMN. BSI is encouraged to be able to
compete with Islamic and conventional banks at the global level.

The establishment of BSI is an effort and prayer from the government to
become a sharia bank that is the pride of Indonesia. BSI is expected to be able to
compete and become a new energy for the national economy and contribute to the
welfare of the wider community. The existence of BSI is a reflection of Sharia
Banking in Indonesia to be able to provide good for the Indonesian people.

BSI's potential to continue to grow and become part of the leading Islamic
bank group at the global level is very wide open. In addition to positive growth
performance, climate support that the Indonesian government has a mission to
create a halal industrial ecosystem and has a large and strong national Islamic
bank, the fact that Indonesia is a country with the largest Muslim population in the
world also opens up opportunities. Bank Syariah Indonesia has a logo that is as

follows:

BANK SYARIAH
INDONESIA

Figure 2.2 PT Bank Syariah Indonesia Tbk Logo’s
Source: PT Bank Syariah Indonesia Tbk 2023

The Bank Syariah Indonesia logo is a combination of logotype and
hologram elements. The logotype element lies in the words "BSI" and "Bank
Syariah Indonesia™ which are specifically designed to convey the company's
identity directly to the public. The font size "BSI" is more dominant because it is
part of a strategy to make the brand more recognizable to the public.



The star symbol is a hologram element that symbolizes the existence of
Bank Syariah Indonesia as a means to guide goodness. In addition, the star
symbol also means that Indonesian Islamic Banks are in accordance with the
meaning of Pancasila as the basis of the Indonesian State to build the nation and
realize the welfare of the Indonesian people.

The meaning of the golden green color used in the logo of PT Bank
Syariah Indonesia has its own meaning. The green color symbolizes peace,
sustainable growth and creates the spirit of the younger generation. While the gold
color symbolizes optimism, togetherness and success. The combination of green
and gold colors reflects the spirit of Bank Syariah Indonesia to become a modern,

global bank and become the pride of the wider community.

2.2 Vission and Mission of PT Bank Syariah Indonesia
2.2.1 Vission of PT Bank Syariah Indonesia
Top 10 global Islamic Bank.

2.2.2 Mission of PT Bank Syariah Indonesia
Mission at PT Bank Syariah Indonesia Tbk it consist of 3 which are as

follows:

1. Providing access to Islamic financial solutions in Indonesia

2. Serving >20 million customers and becoming a top 5 bank based on assets
(500+T) and book value of 50T in 2025 .

3. To become a big bank that provides the best value for shareholders

4. Top 5 most profitable banks in Indonesia (ROE 18%) and strong valuation
(PB>2).

5. To be the company of choice and the pride of Indonesia's best talents

6. A company with strong values that empowers the community and is

committed to employee development with a performance-based culture.



2.3 Kind of Business

Business is an activity carried out by individuals or organizations that
involve the production, sale, purchase, or exchange of goods/services with the aim
of generating profit or profit.Bank Syariah Indonesia focuses on three business
sectors, the three of which are Micro, Small and Medium Enterprises (MSMESs),
retail and wholesale to support the development of a halal industrial ecosystem
that is beneficial to the people.

In terms of the retail segment, with the existence of sharia banking
services, BSI will provide a banking experience based on digital banking, service
quality, and products that exceed customer expectations. For example, BSI will
focus on the finance business, gold, gold installments, and other commodities.
Development of sharia Islamic ecosystems such as hajj, umrah, community
organizations, education and health ecosystems.

Meanwhile, in the wholesale segment, BSI will create a large medium and
medium scale financing syndicate. BSI encourages wholesale sharia product
innovation by optimizing sharia cash contracts, such as musyarakah and
mudharabah.

At BSI, there are several products and services owned. These products and
services are divided into several sections, as follows:

1. Savings
The first product from PT Bank Syariah Indonesia is savings, an
explanation of several types of savings is as follows:
a. BSI Business Savings
This savings has a mudharabah muthlagah contract that uses the
rupiah currency so that the transactions carried out will be easier for the
self-employed segment. The daily transaction limit tends to be bigger.
If you use the BSI business savings product, you will get several
benefits such as free transfer fees with a minimum balance of IDR 10

million and more competitive transaction limits.



BSI Classic Savings

This type of savings can also be used as an investment fund that
can accommodate deposits of cash collateral or goodwill. To be able to
have this type of savings product, when registering, make sure you have

an NPWP and a collateral account.

BSI Easy Mudharabah Savings
As the name implies, this savings product uses a mudharabah
contract so that funds invested in Islamic bank savings are channeled

into sectors that are guaranteed halal.

BSI Easy Wadiah Savings

The contract used for this savings is a wadiah yad dhamanah
contract. In this case customers can deposit their funds with the bank
without worry because they will be managed based on shar'i values.
that way, the balance in the savings will never decrease because there

are no deductions.

BSI Junior Savings

This savings product is intended for children or students who are
under 17 years old. The goal is for children to have the motivation and
encouragement to save from a young age. The initial balance for the

minimum deposit from this savings is 100 thousand rupiah.

BSI Education Savings

BSI education savings are aimed at someone who wants to save for
their education needs on a regular basis. Usually there is a main account
that will automatically debit each month to the education account

according to the nominal when the account book was created.
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BSI Pension Savings

This savings is intended for individual customers who have been
registered with various Pension Management Institutions that partner
with related banks. BSI directly cooperates with Taspen for managing

pension savings.

BSI Planned Savings

This type of savings is suitable for use by individuals who want to
do financial planning to make it more focused and certain. The way to
save is using the auto-debit system from the customer's master account
according to the desired nominal once a month. Later customers will
experience a variety of benefits such as getting certainty of achieving
the target fund, competitive profit sharing that is almost equivalent to
the deposit ratio of the board, free sharia insurance protection
(premiums paid by the bank).

BSI Student Savings Account

Student savings savings are aimed at customers who are still in
school. The advantages are free monthly administration fees, free cash
withdrawal fees, and a light initial deposit of IDR 1,000. The
requirements for opening an account are in the form of a birth
certificate/KK/KIA/NISN which includes the NIK and a statement

letter of parental or guardian approval.

BSI Forex Savings

Forex savings are savings that use foreign currencies such as
dollars. Savings in dollar currency, where withdrawals and deposits can
be made at any time or according to bank regulations, with a choice of
Wadiah Yad Dhamanah or Mudharabah Muthlagah contracts. Funds
(USD) are safe and available at any time, online at all Bank Syariah

Indonesia branches, low monthly administration fees with a minimum

11



initial deposit of USD100 and the requirements for opening an account
are only KTP and NPWP.

BSI My Savings

Savings with a Wadiah Yad Dhamanah contract that provides easy
terms for opening an account, getting E-banking facilities, namely BSI
Mobile, BSI Net Banking and Transaction Notifications. Get BSI Debit
which functions as an ATM and debit card, as well as easy distribution

of zakat by making a minimum initial deposit of IDR 20,000.

BSI Hajj Savings

As a Sharia Bank, of course BSI has a Hajj savings product, Bank
Syariah Indonesia. The type of savings is divided into two, namely
savings for hajj and young hajj. Through this type of BSI savings, the
customer's sacred intention to go to Baitullah will be realized. Hajj and
Umrah planning savings are valid for all ages based on sharia principles
with Wadiah and Mudharabah contracts. This savings is not subject to
monthly administration fees and is equipped with ATM card facilities
and E-Channel facilities if it has been registered with Siskohat (gets a
portion). Opening and paying off can also be done online at a minimum

age of 12 years.

BSI Junior Savings

Savings intended for children and students under the age of 17 to
encourage a culture of saving from an early age with
PAUD/TK/SD/SMP/SMA/Madrasah Student status (MI, MTS, MA) or
equivalent. The advantages of this product are getting a bonus, free
monthly administration fees, and the child's name is listed on the

savings book and ATM in the child's name.

12



2. Gold

Bank Syariah Indonesia also provides gold products as below:
BSI Installment Gold

The first product is BSI Installment Gold which you can use to
finance gold bullion. The minimum weight of gold is grams and for a
certain period of time. The margin for civil servants is different from
non-civil servants. This is because it is influenced by several reasons,

one of which is income.

BSI Pawn Gold

The next gold product that you can use at BSI is in the gold pawn
type. This product will provide financing guarantees as an alternative to
cash. Nominal for gold mortgage financing from IDR. 500,000 to IDR.
250,000,000. customers only need to bring gold bars or jewelry and an

identity card.

3. Financing

In addition to savings, gold and transaction products, Bank Syariah

Indonesia also provides transaction services, namely the following:

a.

BSI Griya

BSI Griya Hasanah is a program that aims to assist customers in
the process of financing houses using sharia principles. The house can
be a new house, second, shop or apartment. This financing makes it
easier for customers to buy their dream home. The groups that are

allowed are among civil servants, doctors and so on.

BSI Griya Simuda
In this program, it is also to assist customers in the process of
owning houses, shop houses, apartments. However, Griya Simuda’s

financing is only for young people aged 21 to 40 years.
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c. BSIKUR Micro
BSI KUR Micro is a financing program for customers who are
starting a business. This financing is intended for working capital
and investment. Funds obtained in financing start from 10 million
Businesses that can be provided with financing businesses that are
active and have a stable income. Customers who can apply are only
customers who are twenty-one years of age and over and have

complete requirements.

d.  BSI Mitraguna Berkah
BSI Mitraguna Berkah can be used for various payment purposes
such as paying for housing, medical expenses, other needs whose
installments are fairly light and stable. Limit funding for doctors to two
billion, and employees to one point five billion. For customers who
wish to apply for financing, they must payroll at BSI.
e. BSI Oto
BSI Oto is a financing program for customers who wish to own a
motorized vehicle in the form of a motorcycle or a new car or a used
vehicle. BSI works closely with dealers to speed up and simplify the

process.

f. BSI Pension Blessings
The BSI Blessing Pension is a special type of loan for retired State
Civil Apparatus (ASN), ASN widows, retired employees of state-
owned enterprises (BUMN) and others. Limit up to three hundred fifty
million (IDR 350,000,000) financing up to fifteen (15) years.

2.4  Organization Structure
The organizational structure is a chart that efficiently describes the duties,
authorities and responsibilities in a company so that cooperation within a

company can be established effectively and efficiently. The company's
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organizational structure plays an important role in achieving the goals that have

been set and planned by a company.

Without a good organizational structure, it will affect the smooth running

of the company's activities. The organizational structure of PT Bank Syariah

Indonesia Thk Branch Office Duri Hangtuah 1 follows the type of organization in

which the distribution of authority is direct and complete from the leadership to

the subordinates. The following is a picture of the organizational structure of PT
Bank Syariah Indonesia Tbk Branch Office Duri Hangtuah 1:

Branch Manager
Ilham Khalid

s ™\
CBS
Zuber Efendi
_ J
s N
Micro Staff
Muhammad Ammar
_ J
4 CSE )
Firmansyah
Suryansyah
S T. |Hard|ant| Mahardika )
RSE
Muhammad Arifin
Fery Amrizal
(& J
( N\
ETS
Arik Farianto
|\ J
( )
SE
Amelia Ripal
|\ J

|

Branch Operational Service Manager
Muhammad Irfan

|

Customer Service

Sri Novita

Teller Operational Staff
Yulma Elmiani Hendri Saputra

( ) )
Security
Abdul Rahim
Leno Saputra
& J
e N\
Office Boy
Widiantoro
N\ J
l R
Driver
Rio Al-Amin Nardi

J

Figure 2.3 Organization Structure

Source: PT Bank Syariah Indonesia Tbk Branch Office Duri Hangtuah 1

Each position in a company has its own duties and responsibilities. Duties

and responsibilities of positions at PT Bang Syariah Indonesia branch office Duri

Hang Tuah 1 are as follows:
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Branch Manager

The Branch Manager usually has the duty to act as someone who
represents management at the Indonesian Sharia bank branch office Duri
Hang Tuah 1 to lead operational processes and set office strategies in
achieving targets set by the head office.

Branch managers have the authority to lead, manage, supervise, control,
develop activities and utilize branch office facilities to achieve goals in
marketing, operational and branch service activities that are effective and
efficient in accordance with the targets set. In addition, he has detailed duties,
namely having the obligation to formulate operational strategies at branch
offices starting from the preparation of work programs and budgets,
operational plans (action plans), workloads and targets for each section under

them.

Branch Operational Service Manager

Branch Operational Service Manager is someone who aims to approve
and authorize transactions in accordance with the authority given and based
on applicable procedures and manage operational procedures within a Bank.

Consumer Banking Staff

Consumer Banking Staff (CBS) is a marketing person whose job is to
do company marketing and find new financing customers. Its main task is to
pursue sales targets, promote products and find new customers, introduce and
offer financing products and maintain good relations with customers and

prospective customers.

Micro Staff

Micro staff tasked with conducting marketing activities in the micro
segment to debtors with the aim of achieving credit targets in accordance with
predetermined, conducting initial verification of prospective customers,

ensuring the completeness of credit documents, maintaining the quality of
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financing for existing customers, and implementing a disciplined sales

process.

Consumer Sales Executive (CSE)

Consumer Sales Executive (CSE) plays a role in assisting Consumer
Banking Staff (CBS) to market products in order to achieve targets set by the
company. The main duties of the Customer Sales Executive are to introduce
and market banking products, find new customers, analyze customer loans,

both banking and non-banking, and also process disbursement of funds.

Retail Sales Executive (RSE)

Retail Sales Executive (RSE) is responsible for product promotion to
support sales achievement, preparing work plans, achievement projections,
sales planning, productivity plans, listing all clients in the system and
necessary information such as prices, codes and segments, prospecting
activities with groups or individuals, as well as assisting Micro Staff in
analyzing customer business, finding customers, processing and also

withdrawing funds.

Funding Transaction Staff (FTS)

Funding Transaction Staff (FTS) is a marketing engaged in banking or
financing. Someone who acts as an FTS is usually tasked with finding
customers, establishing good relations with customers and potential

customers, promoting, marketing, and introducing the bank's own products.

Sales Force (SF)

Sales force is a team in the company whose job is to sell products and
services to prospective customers. The sales force is also tasked with
identifying sales opportunities, developing relationships with customers, and

converting opportunities into successful sales.
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10.

11.

12.

13.

Operational Staff

Operational staff is someone who assists the Branch Manager in branch
office operations to achieve results with predetermined targets. In addition,
operational staff must also ensure that branch office operational activities are
managed according to applicable regulations and that the branch operational
area targets are achieved according to the conditions provided by the head

office.

Customer Service

Customer service is someone who has the main task of serving all
customers. The services provided are in the form of making passbooks,
ATMs, activating Mobile Banking, providing information about existing
products at BSI, and helping serve customer complaints such as swallowed
and lost ATMs saving book.

Teller

Teller is someone who is in charge of serving customers related to
deposit, withdrawal, money exchange transactions and payments both cash
and non-cash based on instructions from customers and established policies,

reports and transactions that occur every day.

Security

Security is someone who maintains the security of the Bank Syariah
Indonesia office, greets customers at the main door with greetings, helps
every customer in and out of the office, and is always ready to deal with

situations that occur.

Office Boy
The main task of Bank Syariah Indonesia KCP Duri Hangtuah I's office
boy is to maintain the cleanliness of the office for the convenience of

employees and customers and to assist other employees when needed.
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14. Driver

A driver is someone who has the task of escorting bank leaders and

employees who wish to travel regarding bank operations and maintain

operational vehicles.

2.5

The Working Process

In carrying out practical work, the writer is placed in three parts, namely

the service, operational and marketing sections. The following are the duties and

authorities of each section:

1. Service Department

The service department or commonly called the frontliner is the front

guard in a bank. Frontliner is someone whose job is to serve customer needs,

provide explanations to customers or prospective customers. The following

are the duties of a frontliner:

a.

Providing a smile and the best service to all customers and prospective
customers.

Provide an explanation of the products and services provided by the
Bank to customers and prospective customers.

Provide services to customers or prospective customers when they wish
to open an account book offline or through BSI Mobile online.

Provide services to customers when they want to replace the account
book.

Provide services to customers when they want to replace the ATM.
Providing services to customers when they want to make withdrawal
and deposit transactions in cash or non-cash.

Provide services to customers when they want to exchange money.
Photocopy of KTP and other supporting documents when wanting to
make transactions at the Bank.

Writing a receipt for a new ATM or ATM replacement.

Recap customer account numbers on the account opening barsheet.
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Recap and complete daily transactions and provide a verification stamp
on the customer transaction sheet.
Sorting money between feasible and not feasible for ATM machines

and withdrawals at tellers.

Operational Department

The Bank's operational department is the part that is responsible for

operational activities in a bank. The following are bank operational tasks:

a.

Ensuring that the stock of money in the bank is sufficient and does not
exceed the capacity set by the bank.

Ensuring computers are safe and proper for use by every employee.
Ensuring outgoing and incoming letters comply with bank regulations.
Take care of bank administration, correspondence and finances.
Manage incoming and outgoing money in the bank.

Micro Marketing and Consumer Marketing Department

The BSI marketing department is generally tasked with finding

financing customers, the following are the tasks in the marketing department:

a.

Make a BI checking application to find out information on the credit
history or loans of prospective customers at other banks or other non-
bank financial institutions.

Input customer data applying for credit/loans at other banks or other
non-bank institutions.

Enter KUR (People's Business Credit) customer data in the financing
form in writing.

Archiving KUR financing files (People's Business Credit).

Make payments for financing installments in cash for KUR (people's
business credit) customers.

Enter partner customer data (consumer) in the financing form in writing.

Archiving partners' (consumer) financing files.
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h.  Photocopy of documents or files for financing or loan requirements for
customer disbursement.

I. Fill in the opening of the guarantee handover from the micro or
consumer to the back office as proof that the guarantee provided by the

customer has been returned to the customer.

2.6 Document Used for Activity

In carrying out apprenticeship work at PT Bank Syariah Indonesia, there
are several documents needed to complete a transaction. The documents used are
as follows:
1. Sample Signature Card (KCTT)

Kartu Contoh Tanda Tangan
Signature Specimen

TANDA TANGAN DAN CAP JANGAN MELE AT Gaxts

1
2

Figure 2.4 Sample of Signature Card
Source: Processed Data 2023

The picture above is an image of a sample signature card used by a
customer to sign when opening a passbook at a bank. This card is intended
for duplicates that are kept at the branch office as a layered control for

customers who will access the safe deposit box.
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2. Application Form for Opening an Individual Fund Product Account.

Figure 2.5 Application Form for Opening Saving Book
Source: Processed Data 2023

The picture is a form for opening an individual fund product account at
Bank Syariah Indonesia. This form is used when an individual customer

wants to open his own savings book. Other requirements are identity cards,

family cards and NPWP if any.

3. Form Debit Card

Figure 2.6 Form Debit Card (ATM)
Source: Processed data 2023

The debit card form is a form that must be filled in so that the customer
can get a debit card or ATM when opening a passbook. This form contains

complete data from the customer.
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4. Pasbook Replacement Form

Figure 2.7 Passbook Replacement Form
Source: Processed Data 2023

The account book replacement form is required when a customer wants
toreplace the savings book because the savings book is full or damaged. This
form is very simple because all customer data already exists when the savings
book is opened for the first time. When changing books, customer balances
stored in the previous book will not be lost or deducted. The account number

also remains the same as before, only the books have changed.

5. Passbook Closing Form

Figure 2.8 Passbook Closing Form
Source: Processed Data 2023

The savings book closing form is a form for customers when they want

to  close their savings or accounts at Bank Syariah Indonesia for certain
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reasons. For this transaction, a fee of is usually charged IDR 20,000
per customer. When closing the book, the savings book is cut. This deduction
works for bank records. Archives require cover only, and are also given back
to the original owner in the contents section.

6. Customer Services Form

Figure 2.9 Customer Services Form
Source: Processed Data 2023

The customer service form is a form that is used when a customer wants
to request services other than opening a savings book, such as replacing
existing data due to an error, reprinting an ATM or debit card, requesting a

checking account and other services.

7. Cash Deposit Form

Figure 2.11 Cash Deposit Form
Source: Processed Data 2023
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The cash deposit form is a form that is commonly used to complete data
when you want to deposit or deposit money at a bank. This form contains

customer data and deposit amount.

Cash Withdrawal Form

Figure 2.10 Cash Widrawal Form
Source: Processed Data 2023

A cash withdrawal form is a form required when a customer wants to
withdraw funds stored in a bank. The form contains the customer's name,

account number, withdrawal amount, customer's signature and others.

Application BSI Mobile

Aplikasi BSI Mobile

L L b
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Figure 2.12 Aplication for BSI Mobile
Source: Processed Data 2023

The BSI Mobile Form is the form used by the customer when the
customer activates BSI Mobile at the Bank. BSI Mobile is a Mobile Banking
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application provided by the Bank to make it easier for customers to transact
remotely anywhere and anytime. This document is used when the savings
book opening has been successful and has been actively used.

10. BI Checking Form

Figure 2.13 Bl Checking form
Source: Processed Data 2023

The BI Checking form is a debtor information system form that is used
to check the credit history of prospective customers. Usually used by banks to
view customer credit history at banks or other non-bank institutions in the

form of loans, mortgages and motor vehicle loans.

11. Micro People Business Credit (KUR) Application Form

Figure 2.14 Micro People Business Credit (KUR) Application Form
Source: Processed Data 2023
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The application form for People's Business Credit or commonly
referred to as KUR Micro is filled in when the customer wants to make a loan
or credit in the Micro section. This loan aims to assist customers in carrying

out their business for working capital and customer investment.

12. Mitraguna BSI Form

Figure 2.15 Mitraguna BSI Appplication Form
Source: Processed Data 2023

The BSI Mitraguna application is used when a consumptive financing
customer applies for a Mitraguna loan. These loans usually have large
disbursements. This document is used when marketing wants to write
Mitraguna customer personal data at BSI. The personal data that is filled in

must be complete including the total base salary of the customer and partner.

13. Gold Installment Application Form

Figure 2.16 Gold Installment Application Form
Source: Processed Data 2023
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The gold installment form is a form that is filled out when a customer
wants to apply for BSI gold installment program financing. This form
contains the customer's personal data and the amount of gold along with the
monthly installment amount. If it is appropriate, the customer and the bank
will sign this form and the gold can be taken when the installment is complete.

This document contains two pages when viewed.

14. Non Individual Fund Account Opening Form
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Figure 2.17 Non Individual Fund Account Opening Form
Source: Processed Data 2023

There are various accounts at BSI, one of which is a non-individual
account. This product is used for making account books for organizations,
groups, schools, mosques and others. To create this account, the identity
cards of the group leader and treasurer and the signatures of both are required.
The account book name is the name of the organization or group name, not

the name of the chairman or treasurer.
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15. Hajj Saving Form

Figure 2.18 Hajj Savings Form
Source : Processed Data 2023

Hajj savings is a BSI product that has long been known to the public.
This document is used when a customer wants to create a Hajj account or
directly register for Hajj to get a departure seat. This document contains 1
sheet which explains the requirements for the pilgrimage of prospective
pilgrims.

16. Child Account Opening Form

Figure 2.19 Child Account Opening Form
Source: Processed Data 2023

At BSI there are also children's savings, the picture above is a picture of
the BSI child savings form. Children under 17 years of age use this form
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when creating an account book. Usually, the mother's identity card and child's
identity card and family card are also included.

17. Statement Letter does not have NPWP

>
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Figure 2.20 Statement Letter does not have NPWP
Source: Processed Data 2023

The picture above is an image of a form that does not have an NPWP.
This form is needed when a customer wants to make a book of accounts but
does not yet have an NPWP, even though he is a taxpayer. This form contains
the customer's personal data in the form of name, address, identity number,

account number and the date the account book was created.

18. Gold Installment Brochure

C
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Figure 2.21 Gold Instaliment Bro?:Ure
Source: Processed Data 2023

One of BSI's products is gold installments. The picture above is the BSI

gold installment brochure. In the BSI gold installment brochure, there is a
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gold weight in grams, gold purchase price, down payment, remaining
financing, and monthly installment amount. The nominal purchase price for
gold in the brochure is not a reference, but only as an example. Because the
price of gold changes all the time. Installment gold is a type of 24-karat gold
or 99.9% gold content. The gold is retro and serty.

19. Pilgrimage Organizing Fee Deposit Form

Figure 2.22 Pilgrimage Organizing Fee Deposit Form
Source: Processed Data 2023

The picture above is an image of the document for the payment of the
costs of organizing the pilgrimage or abbreviated as the BIPIH deposit
document. This document is needed when a prospective haj pilgrimage
customer pays off the pilgrimage fees at BSI through the Ministry of Religion
of the Republic of Indonesia. This document contains the pilgrim's validation
number, name of the pilgrim, address, identity number, customer's address,

registration fee and haj payment fee.
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20. BSI Oto Brochure

Figure 2.23 BSI Oto Brochure
Source: Processed Data 2023

The picture above is a BSI oto brochure. That is one of the BSI
products that makes it easy for customers to buy their dream vehicle on credit

at BSI. The brochure contains the type of vehicle and the selling price.

21. Education Savings Form

Figure 2.24 Education Savings Form
Source: Processed Data 2023

Education savings is one of the most popular BSI products. The savings
system is auto-debit from the main account. The image above is an image of
an education savings form. The form contains the identity of the owner's
personal data.
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CHAPTER I
SCOPE OF THE APPRENTISECHIP

1.1 Job Description

At PT. Bank Syariah Indonesia Branch Office Duri Hangtuah 1, the author
is placed in three parts, namely in service, operational and in the marketing
department. The author alternates with other students once a week to switch
positions of these three sections.

The service department is the part in charge of serving customers and
explaining the products and services to be offered to customers or prospective
customers. In the service section, the author is given the following responsibilities
and authorities:

Opening a new savings book offline or online.

Replace the account book.

Replace debit or ATM cards.

Write a list of account book openings on the account bar sheet.
Write a list of customer ATM numbers on the ATM bar sheet.
Prepare an account opening form.

Assist customers in making deposit and withdrawal transactions.

Serving new money exchange.

© 0 N o g b~ w D

Prepare documents for paying off pilgrims.

10. Verify the customer service transaction form.

Furthermore, the author is placed in the operational section. The
operational section is the part in charge of facilitating administrative, financial and
filing management to support the smooth implementation of activities. In the
operational section the author is given the following duties and responsibilities:

1. Recap the list of customer gold installment financing.
2. Recap list of deposit disbursements.

3. Recapitulate a list of personal data of gift party program customers.
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4. Recapitulate a list of customer personal data for special gifts (Hajj
savings).

Recapitulate the personal data list of abatana customers.

Separating and keeping collateral (collateral) for financing customers.

Sort and prepare money for ATM machines and daily transactions.

L N o O

Calculating riyal money for pilgrims 2023.

The time part is the marketing part. There are two marketing departments
at BSI, namely Micro and Consumer. The marketing department is the part that
carries out the process of financing, disbursement and funding. In this section
employees are assigned to find customers such as entrepreneurs, civil servants and
pensioners. In the marketing section, the author is given the following tasks:

1. Create a Bl Checking application form.

2. Enter customer data for Micro KUR financing.

3. Complete Micro KUR debtor data.

4. Make a cash deposit for Micro debtor installments.

5. Doubling the requirements document for Micro KUR financing.

6. Separating the KUR Micro and BSI Mitraguna consumer documents.

3.2  System and Procedure

Procedure is a systematic sequence of a job that has several people in a
section that aims to make rules and the same treatment of everything that happens.
The procedures that are usually carried out at PT Bank Syariah Indonesia when

carrying out practical work are as follows:

1. Working Hours
Working hours of apprenticeship are carried out in accordance with the
rules at Bank Syariah Indonesia. The work schedule for practicers at PT Bank

Syariah Indonesia branch office Duri Hangtuah 1 is as follows:
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Table 3.1 Working Hours

No. Day Working Hours Rest
1. Monday 07:30-17:00 WIB 12:00 - 13:30 WIB
2. Tuesday 07:30-17:00 WIB 12:00 - 13:30 WIB
3. Wednesday 07:30-17:00 WIB 12:00 - 13:30 WIB
4, Thursday 07:30-17:00 WIB 12:00 - 13:30 WIB
5. Friday 07:30-17:00 WIB 11:30 - 13:30 WIB

Source: PT Bank Syariah Indonesia KCP Duri Hang Tuah 1
From the table above it is explained that the working hours of PT Bank

Syariah Indonesia branch office Duri Hangtuah 1 from Monday to Friday
start at 07:30 to 17:00 WIB. Break time from Monday to Thursday starts at
12:00 to 13:30, but on Friday the break starts at 11:30 to 13:30 WIB.

Work Uniform
Every company has a different work uniform. At PT Bank Syariah

Indonesia branch office Duri Hangtuah 1, the work uniform is as follows:
Table 3.2 Work Uniform

No. Day Type of Clothes
1. Monday Batik Clothes
2. Tuesday Formal Clothes
3. Wednesday Batik Clothes
4. Thursday Casual Clothes
5. Friday Casual Clothes

Source: PT Bank Syariah Indonesia KCP Dri Hamg Tuah 1
Table 3.2 above describes the uniforms that are worn when working.

The uniform is different every day. Mondays wear uniform batik clothes,
Tuesdays wear formal clothes, Wednesdays wear batik clothes, Thursdays

and Fridays wear casual clothes.
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3. Employee Absences

Every company must have a different method of absenteeism. At PT
Bank Syariah Indonesia, attendance is carried out with the SIKAD account,
namely the craft and outsourcing information system. During attendance,
employees are asked to answer questions that aim to verify. Attendance is
done twice a day. The first is done when it's time to enter then the second is
when it's time to go home. If the employee is not absent during the time to go
home, he will be subject to sanctions according to the provisions that have

been in effect.

4. Morning Briefing

Figure 3.1 Morning Breafing
Source: Processed Data 2023

Every company has its own habits that become a culture. At PT Bank
Syariah Indonesia branch office duri Hangtuah 1 has a habit of Morning
Briefing with all employees. Morning Briefing is held every Monday to
Friday. The morning briefing starts at seven thirty minutes. The Morning
Briefing begins with the chants of BSI and then continues with the chanting
of Asmaul Husna together. When finished, then proceed with reading the
holy verses of the Koran respectively. Furthermore, when it is finished, it is

continued by reading a prayer led by a male employee. Next is a briefing by
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BOSM and BM. When finished, the morning briefing will be closed with BSI

chants.

3.3  Place of Apprenticeship

The apprenticeship was held at PT Bank Syariah Indonesia Tbk Branch

Office Duri Hangtuah 1 which is located on JI. Hangtuah, Bengkalis District,

Bengkalis Regency. Internships are held every Monday to Friday. Enter at 07:30

and leave at 17:00. The internship activities are carried out for 6 consecutive

months from February 1 to July 31, 2023. The author's internship is divided into

three places, namely the service, operational and marketing departments. Within a

week, the writer changes places with other intern students until the internship is

Oover.

Table 3.3 Daily Activities of

February 1 to February 3 2023

No. Day/date Description of Activities Place
1. Wednesday 1. Helping customer services in the customer Service
February 1, 2023 service process
2. Assist customers in cash deposits and cash
withdrawals.
3. Complete  the  customer  services
transaction form.
4. Record account opening and ATM
numbers.
2. Thursday 1. Helping customer services in the customer Service
February 2, 2023 service process
2. Assist customers in cash deposits and cash
withdrawals.
3. Complete  the  customer  services
transaction form.
4. Record account opening and ATM
numbers.
3. Friday 1. Helping customer services in the customer Service
February 3, 2023 service process
2. Assist customers in cash deposits and cash
withdrawals.
3. Complete  the  customer  services
transaction form.
4. Record account opening and ATM
numbers.

Source: Processed Data 2023
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Table 3.3 is the first week of practice work activities in February. This
week the author is placed in a service that is tasked with assisting customer
services and tellers in serving customers in the process of creating new accounts,
cash deposits and cash withdrawals. Then in the afternoon the writer recapitulated
the opening of the account book and the ATM number in the book that had been
provided by customer services.

Table 3.4 Daily Activities of February 6 to February 10 2023

No. Day/date Description of Activities Place
1. Monday 1. Counting and sorting money for ATM Operational
February 6, machines and Transactions.
2023
2. Tuesday 1. Recapitulating the list of Installment Gold Operational
February 7, 2023 programs.

2. Record the number of collateral or
financing guarantees.

3. Wednesday 1. Counting and sorting cash for ATM Operational
February 8, machines and transactions.
2023
4. Thusrday 1. Separation of collateral or collateral Operational
February 9, 2023 between originals and photocopies.
2. Separating marketing financing files by
type.
5. Friday 1. Counting and sorting money for ATM Operational
February 10, machines and transactions
2023

Source: Processed Data 2023

Table 3.4 is the second week of aging activity in February. In the second
week the researcher is placed in the operational section. In this section the author
assists in sorting money between appropriate and inappropriate large amounts to
be placed in the ATM machine. And also the author helps operational staff in

recording other important documents.

Table 3.5 Daily Activities of February 13 to February 17 2023

No. Day/date Description of Activities Place
1. Monday 1. Prepare BI Checking forms. Marketing
February 13, |2. Enter customer data for Micro KUR
2023 financing that has been disbursed in
January.
2. Tuesday 1. Prepare forms for Micro KUR financing. Marketing
February 14, 2. Completing micro KUR customer data in
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2023 the financing form.
3. Wednesday Prepare Bl Checking forms. Marketing
February 15, Creating a savings book for micro KUR
2023 customer installments.
4. Thusrday Separation of Micro KUR files Marketing
February 16, alphabetically.
2023 Placing Micro KUR files in a storage
cupboard.
5. Friday Prepare Bl Checking forms. Marketing
February 17, Creating a savings book for micro KUR
2023 customer installments.

Source: Processed Data 2023

Table 3.5 is the activity of the third week of February the author. In the

third week the writer was placed in the marketing department to help the

marketing team prepare all the needs for the BSI customer financing process.

Table 3.6 Daily Activities of February 20 to February 24 2023

withdrawals.

Complete  the  customer  services

No. Day/date Description of Activities Place
1. Monday Helping customer services in the customer Service
February 20, service process
2023 Assist customers in cash deposits and cash
withdrawals.
Complete  the  customer  services
transaction form.
Record account opening and ATM
numbers
2. Tuesday Helping customer services in the customer Service
February 21, service process
2023 Assist customers in cash deposits and cash
withdrawals.
Complete  the  customer  services
transaction form.
Record account opening and ATM
numbers.
3. Wednesday Helping customer services in the customer Service
February 22, service process
2023 Assist customers in cash deposits and cash
withdrawals.
Complete  the  customer  services
transaction form.
Record account opening and ATM
numbers.
4. Thusrday Helping customer services in the customer Service
February 23, service process
2023 Assist customers in cash deposits and cash
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transaction form.
4. Record account opening and ATM

numbers
5. Friday 1. Helping customer services in the customer Service
February 24, service process
2023 2. Assist customers in cash deposits and cash
withdrawals.

3. Complete  the  customer  services
transaction form.

4. Record account opening and ATM
numbers.

Source: Processed Data 2023

Table 3.6 is the internship activity in the fourth week of February. The
author is placed in the service section again. This placement changes once a week
alternating with other intern students. In this section, as usual, the author helps

customer services and tellers in transactions.

Table 3.7 Daily Activities of February 27 to March 3 2023

No. Day/date Description of Activities Place
1. Monday 1. Counting and sorting money for ATM Operational
February 27, machines and Transactions.
2023
2. Tuesday 1. Telemarketing or calling customers to Operational
February 28, replace Bank Syariah Mandiri ATM cards
2023 with Bank Syariah Indonesia ATMs.
3. Wednesday 1. Counting and sorting cash for ATM Operational
March 1, 2023 machines and transactions.
4. Thusrday / 1. Telemarketing or calling customers to Operational
March 2, 2023 replace Bank Syariah Mandiri ATM cards
with Bank Syariah Indonesia ATMs.
5. Friday 1. Counting and sorting money for ATM Operational
March 3, 2023 machines and transactions

Source: Processed Data 2023

Next is table 3.7, namely the author's fifth week of internship activities. In
the operational section, the writer gets additional work than usual, which is
telemarketing to call customers who are still using ATMs with the Bank Syariah
Mandiri logo to immediately change to ATMs with the Bank Syariah Indonesia

logo.

Table 3.8 Daily Activities of March 6 to March 10 2023

No. Day/date Description of Activities Place
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1. Monday 1. Prepare Bl Checking forms. Marketing
March 6, 2023 |2. Inputting customer data for Micro KUR
financing that has been disbursed in
February.
2. Tuesday 1. Prepare forms for Mitraguna Consumer Marketing
March 7, 2023 financing.
3. Wednesday 1. Prepare BI Checking forms Marketing
March 8, 2023 |2. Completing personal data of Mitraguna
consumer customers.
4, Thusrday 1. Create a guarantee auction statement Marketing
March 9, 2023 letter.
2. Prepare KUR customer financing forms
and scan them one by one.
5. Friday 1. Writing marketing visit reports to Marketing
March 10, 2023 prospective KUR customers.
2. Write an application for KUR financing.

Source: Processed Data 2023

Table 3.8 is a table regarding the 6th week of internship activities in

March. The author is placed in marketing again. Here the author prepares a lot of

files for disbursing customers, writes reports on marketing visits to prospective

customers, and makes letters of auction guarantees for customers.

Table 3.9 Daily Activities of March 13 to March 17 2023

withdrawals.
Complete the customer services transaction

No. Day/date Description of Activities Place
1. Monday Opening a non-individual fund account and Dharma Meitreya
March 13, QRIS at the Dharma Meitreya Bengkalis Bengkalis.
2023 school.
Helping customer services in the customer
service process
Assist  customers in  depositing and
withdrawing cash.
Record new account opening and ATM card
numbers.
Complete the customer services transaction
form.
2. Tuesday Helping customer services in the customer Service
March 14, service process
2023 Assist customers in cash deposits and cash
withdrawals.
Complete the customer services transaction
form.
Record account opening and ATM numbers.
3. Wednesday Helping customer services in the customer Service
March 15, service process
2023 Assist customers in cash deposits and cash
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form.
4. Record account opening and ATM numbers.
4, Thusrday 1. Helping customer services in the customer Service
March 16, service process
2023 2. Assist customers in cash deposits and cash
withdrawals.
3. Complete the customer services transaction
form.
4. Record account opening and ATM numbers
5. Friday 1. Helping customer services in the customer Service
March 17, service process
2023 2. Assist customers in cash deposits and cash
withdrawals.
3. Complete the customer services transaction
form.
4. Record account opening and ATM numbers.

Source: Processed Data 2023

Table 3.9 is the internship activity in the seventh week. On Monday
morning the author was invited to go to the Dharma Meitreya school in the village
of Wonosari with the aim of opening a non-individual fund account and making
QRIS for all Buddhist Sunday schools under the Dharma Meitreya Bengkalis
Foundation. In the afternoon the writer returned to the routine in the service,

namely helping customer services and tellers in serving customers.

Table 3.10 Daily Activities of March 20 to March 24 2023

No. Day/date Description of Activities Place
1. Monday 1. Memisahkan uang riyal dan Operational
March 20, 2023 menggabungkan dengan jumlah yang

sudah di tentukan.
2. Menghitung dan mensortir uang untuk
\mesin ATM dan Transaksi.

2. Tuesday 1. Telemarketing atau menelpon nasabah Operational
March 21, 2023 untuk program pesta hadiah.
3. Friday 1. Menghitung dan mersortir uang untuk Operational

March 24, 2023 mesin ATM dan transaksi.

Source: Processed Data 2023

Table 3.10 table of the author's activity in the eighth week of internship.
This week the author moves again to the operational section. Here the author is
asked to separate riyal money for Umrah pilgrims, sort money for ATM machines,
and become telemarketing. Wednesday is a national holiday because of Nyepi and
Thursday is a public holiday because it enters the first day of the month of

Ramadhan. Internship activities continued on Friday march 24.
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Table 3.11 Daily Activities of March 27 to March 31 2023

No. Day/date Description of Activities Place
1. Monday 1. Enter customer data for Micro KUR Marketing
Maret 27, financing that has been disbursed in March.
2023
2. Tuesday 1. Prepare Bl Checking forms. Marketing
March 28, 2. Prepare forms for Mitraguna Consumer
2023 financing.
3. Separation of Consumer documents that
have been disbursed.
3. Wednesday |1. Prepare Bl Checking forms Marketing
March 29, 2. Completing personal data of Mitraguna
2023 consumer customers.
4. Thusrday 1. Prepare KUR customer financing forms and Marketing
March 30, scan them one by one.
2023
5. Friday 1. Writing marketing visit reports to Marketing
March 31, prospective KUR customers.
2023 2. Write an application for KUR financing.

Source: Processed Data 2023

Table 3.11 is a table of the author's internship activities in week 9, which

coincides with the last week of March. This week, the author moves again to the

marketing department to help the marketing team in the disbursement process. As

usual, the author always prepares documents for financing applications, and

makes Bl Checking forms.

Table 3.12 Daily Activities of April 3 to April 7 2023

No. Day/date Description of Activities Place
1. Monday 1. Helping customer services in the customer Service
April 3, 2023 service process
2. Assist customers in depositing and
withdrawing cash.
3. Record new account opening and ATM card
numbers.
4. Complete the customer services transaction
form.
2. Tuesday 1. Helping customer services in the customer Service
April 4, 2023 service process
2. Assist customers in cash deposits and cash
withdrawals.
3. Complete the customer services transaction
form.
4. Record account opening and ATM numbers.
3. Wednesday |1. Helping customer services in the customer Service
April 5, 2023 service process
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2. Assist customers in cash deposits and cash
withdrawals.
3. Complete the customer services transaction
form.
4. Record account opening and ATM numbers.
4, Thusrday 1. Helping customer services in the customer Service
April 6, 2023 service process
2. Assist customers in cash deposits and cash
withdrawals.
3. Complete the customer services transaction
form.
4. Record account opening and ATM numbers
5. Friday 1. Helping customer services in the customer Service
April 7, 2023 service process
2. Assist customers in cash deposits and cash
withdrawals.
3. Complete the customer services transaction
form.
4. Record account opening and ATM numbers.

Source: Processed Data 2023

Table 3.12 is a table for the 10th week the author carries out an internship.

This week the author returns to the ministry. In this section, as usual the author

assists in customer service such as creating new account books, changing ATM

cards, changing books, deposits, withdrawals and recapping customer service

daily transactions.

Table 3.13 Daily Activities of April 10 to April 14 2023

No. Day/date Description of Activities Place
1. Monday 1. Recap gold installment customer data. Operational
April 10,2023 |2. Counting and sorting money for ATM
machines and Transactions.
2. Tuesday 1. Recap outgoing mail. Operational
April 11,2023 |2. Telemarketing or calling customers to join
the prize party program.
3. Wednesday |1. New currency exchange at Bengkalis State Politeknik Negeri
April 12, 2023 Polytechnic. Bengkalis
2. Counting and sorting cash for ATM
machines and transactions.
4. Thusrday 1. Telemarketing or calling customers for gift Operational
April 13, 2023 party programs.
2. Separate financing that has been paid off
and record a list of customer names.
5. Friday 1. Counting and sorting money for ATM Operational
April 14, 2023 machines and transactions

Source: Processed Data 2023
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Table 3.13 is the activity of the author's internship in the eleventh week.
This week the author moves again to the operational section. This week, as usual,
the author recapitulates the names of customers who took part in the gold
installment program, counts and sorts money for ATMs and transactions, recaps
telemarketing fiber outgoing letters. But on Wednesday, the writer was asked to
participate in a new money changer at the Bengkalis State Polytechnic. This new

exchange of money is used to welcome Eid al-Fitr.

Table 3.14 Daily Activities of April 17 to April 18 2023

No. Day/date Description of Activities Place

1. Monday 1. Prepare Bl Checking forms Marketing
April 17,2023 |2. Enter customer data for Micro KUR
financing that has been disbursed in March.

2. Tuesday 1. Prepare Bl Checking forms. Marketing

April 18,2023 |2. Prepare forms for Micro KUR financing.

3. eparation of KUR documents that have been
disbursed.

Source: Processed Data 2023

Table 3.14 is a table of the author's internship activities in the 12th week
of April. This week only Monday and Tuesday are du e to welcome the Eid al-Fitr
holiday, so the joint leave starts on Wednesday April 19th and returns on April
21th. On Mondays and Tuesdays the author is placed in the marketing department

to assist in preparing requests for disbursement of customer financing.

Table 3.15 Daily Activities of April 26 to April 28 2023

No. Day/date Description of Activities Place
1. Wednesday |1. Helping customer services in the customer Service
April 26, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction

form.
4. Record new account opening and ATM card
numbers.
2. Thusrday 1. Helping customer services in the customer Service
April 27, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.

3. Complete the customer services transaction
form.
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4. Record new account opening and ATM card

numbers.
3. Friday 1. Helping customer services in the customer Service
April 28, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.

3. Complete the customer services transaction
form.

4. Record new account opening and ATM card
numbers.

Source: Processed Data 2023

In table 3.15, is an internship activity in the 13th and last week of April.
This week it starts to return after Eid al-Fitr. This week, the author is placed again
in customer services. The author helps serve customers in making passbooks,

replacing ATM cards, gift party programs and deposits and withdrawals.

Table 3.16 Daily Activities of May 1 to May 5 2023

No. Day/date Description of Activities Place

1. Monday 1. Counting and sorting money for ATM Operational
May 1, 2023 machines and Transactions.

2. Tuesday 1. Telemarketing or calling customers to join Operational
May 2, 2023 the prize party program.

3. Wednesday 1. Duplicate or photocopy of the original Operational
May 3, 2023 collateral (janiman) to keep at the branch

office.

2. Counting and sorting cash for ATM
machines and transactions.

4. Thusrday 1. Separate financing that has been paid off Operational
May 4, 2023 and record a list of customer names.

5. Friday 1. Counting and sorting money for ATM Operational
May 5, 2023 machines and transactions

Source: Processed Data 2023

Table 3.16 shows the activities of the author's internship in week 14. The
author is placed in the operational section. As usual, the writer's job is to sort
money and calculate the amount of money to be placed in the ATM machine.
Furthermore, the author also performs telemarketing and duplicates collateral

(collateral) to be stored as a branch office archive.

Table 3.17 Daily Activities of May 8 to May 12 2023

No. Day/date Description of Activities Place
1. Monday 1. Prepare Bl Checking forms Marketing
May 8, 2023 |2. Writing marketing visit reports to
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prospective KUR customers.

3. Enter customer data for Micro KUR
financing that has been disbursed in March.
2. Tuesday 1. Prepare Bl Checking forms. Marketing
May 9, 2023 |2. Prepare forms for Mitraguna Consumer
financing.
3. Separation of Consumer documents that
have been disbursed.
3. Wednesday |1. Prepare Bl Checking forms Marketing
May 10, 2023 |2. Completing personal data of Mitraguna
consumer customers.
4. Thusrday 1. Prepare KUR customer financing forms and Marketing
May 11, 2023 scan them one by one.
5. Friday 1. Writing marketing visit reports to Marketing
May 12, 2023 prospective KUR customers.
2. Write an application for KUR financing.

Source: Processed Data 2023

Table 3.17 is a table of the author's apprenticeship activities in week 15. In

week 15, the author was placed in the marketing department again. As usual, in

the marketing department, the writer is assigned to input financing resources,

complete financing application forms, prepare Bl Checking forms, write visit

reports and separate documents that have been disbursed.

Table 3.18 Daily Activities of May15 to May 19 2023

No. Day/date Description of Activities Place
1. Monday 1. Helping customer services in the customer Service
May 15, 2023 service process.
2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction
form.
4. Record new account opening and ATM card
numbers.
2. Tuesday 1. Helping customer services in the customer Service
May 16, 2023 service process.
2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction
form.
4. Record new account opening and ATM card
numbers.
3. Wednesday |1. Helping customer services in the customer Service
May 17, 2023 service process.
2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction
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form.

4. Record new account opening and ATM card
numbers.

4, Thusrday 1. Helping customer services in the customer Service
May 18, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.

3. Complete the customer services transaction
form.

4. Record new account opening and ATM card
numbers.

5. Friday 1. Helping customer services in the customer Service
May 19, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.

3. Complete the customer services transaction
form.

4. Record new account opening and ATM card
numbers.

Source: Processed Data 2023

Table 3.18 is a table of the author's activities in week 16. This week the

writer is placed in the ministry again. In this section the author assists customer

services in customer service, such as making passbooks, changing ATMs,

assisting customers in depositing or withdrawing, recording daily account book

opening activities and recording ATM card numbers.

Table 3.19 Daily Activities of May 22 to May 26 2023

No. Day/date Description of Activities Place
1. Monday 1. Recapitulation of customer lists of gift Operational
May 22, 2023 party programs and special gift awards.
2. Counting and sorting money for ATM
machines and Transactions.
3. Recap the names of customers who have
done telemarketing.
2. Tuesday 1. Recap deposit disbursements. Operational
May 23,2023 |2. Recording the names of customers with
large balances.
3. Wednesday 1. Counting and sorting cash for ATM Operational
May 24, 2023 machines and transactions.
4, Thusrday 1. Separate financing that has been paid off Operational
May 25, 2023 and record a list of customer names.
5. Friday 1. Counting and sorting money for ATM Operational
May 26, 2023 machines and transactions
Source: Processed Data 2023
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Next is table 3.19 which contains the author's activities in week 17. This
week the author is placed in the operational section. In this section, the author
begins the activity by recording the list of names of customers who have
participated in the special gift and labaik party programs, counting and sorting
money, recording deposit disbursements, and recording the names of customers
who have large balances.

Table 3.20 Daily Activities of May 29 to June 2 2023

No. Day/date Description of Activities Place
1. Monday 1. Writing marketing visit reports to Marketing
May 29, 2023 prospective KUR customers.

2. Enter customer data for Micro KUR
financing that has been disbursed in May.

2. Tuesday 1. Prepare Bl Checking forms. Marketing
May 30, 2023 |2. Prepare forms for Mitraguna Consumer
financing.

3. Separation of Consumer documents that
have been disbursed.

3. Wednesday |1. Prepare Bl Checking forms Marketing
May 31,2023 |2. Completing personal data of Mitraguna
consumer customers.

4, Thusrday 1. Prepare KUR customer financing forms and Marketing
June 1, 2023 scan them one by one.

5. Friday 1. Writing marketing visit reports to Marketing
June 2, 2023 prospective KUR customers.

2. Write an application for KUR financing.

Source: Processed Data 2023

In the table above are the activities of the author's apprenticeship in week
18. The author is placed in the marketing department and helps and learns to
disburse financing in micro and consumer marketing. The author studies and
learns what are the requirements for applying for KUR Micro and Mitraguna
financing at PT Banks Syariah Indonesia.

Table 3.21 Daily Activities of June 5 to June 9 2023

No. Day/date Description of Activities Place
1. Monday 1. Helping customer services in the customer Service
June 5, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.

3. Complete the customer services transaction
form.
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4. Record new account opening and ATM card

numbers.
2. Tuesday 1. Helping customer services in the customer Service
June 6, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction

form.
4. Record new account opening and ATM card
numbers.
3. Wednesday | 1. Helping customer services in the customer Service
June 7, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction

form.
4. Record new account opening and ATM card
numbers.
4. Thusrday 1. Helping customer services in the customer Service
June 8, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction

form.
4. Record new account opening and ATM card
numbers.
5. Friday 1. Helping customer services in the customer Service
June 9, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.

3. Complete the customer services transaction
form.

4. Record new account opening and ATM card
numbers.

Source: Processed Data 2023

The table above describes the activities while in service. This activity is
still carried out by the author every day repeatedly. The author helps create
savings books for customers, replace customers' savings books, activate debit

cards or ATM customers and others.

Table 3.22 Daily Activities of June 12 to June 16 2023

No. Day/date Description of Activities Place

1. Monday 1. Sorting money for ATM Recap list of Operational
June 12, 2023 souvenirs for gift parties

2. Tuesday 1. Create an ATM card issuance barsheet Operational
June 13,2023 |2. Duplicate financing files for branch archives
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3. Wednesday |1. Sorting money for ATM machines and Operational
June 14, 2023 transaction.

4, Thusrday 1. Recap deposit disbursements Operational
June 15, 2023

5. Friday 1. Counting and separating riyals Operational
June 16, 2023 |2. Sorting money for ATM Machine

Source: Processed Data 2623
The table above is the table for the 20th week and is in July. The author

recapitulates deposit disbursements, sorts money for ATM machines and
transactions, and calculates and separates riyal money for follow-up pilgrims and

umroh.

Table 3.23 Daily Activities of June 19 to June 23 2023

No. Day/date Description of Activities Place

1. Monday 1. Created NPWP online in google Marketing
June 19,2023 |2. Enter customer data for Micro KUR
financing that has been disbursed in May.

2. Tuesday 1. Prepare Bl Checking forms. Marketing
June 20, 2023 |2. Separation of Consumer documents that
have been disbursed.

3. Wednesday |1. Prepare Bl Checking forms Marketing
June 21,2023 |2. Completing personal data of Mitraguna
consumer customers.

4, Thusrday 1. Prepare KUR customer financing forms and Marketing
June 22, 2023 scan them one by one.

5. Friday 1. Writing marketing visit reports to Marketing
June 23, 2023 prospective KUR customers.

2. Write an application for KUR financing.

Source: Processed Data 2023

The table above is the work done by the author in week 21. In the
marketing section, the writer was taught how to make a NPWP online on Google
for KUR Micro customers who do not yet have an NPWP. The author also
performs tasks as usual, namely making Bl Checking forms, helping prepare files

for disbursement and others.

Table 3.24 Daily Activities of June 26 to June 28 2023

No. Day/date Description of Activities Place
1. Monday 1. Helping customer services in the customer Service
June 26, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction
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form.
4. Record new account opening and ATM card

numbers.
2. Tuesday 1. Helping customer services in the customer Service
June 27, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction

form.
4. Record new account opening and ATM card
numbers.
3. Wednesday |1. Helping customer services in the customer Service
June 28, 2023 service process.

2. Assist customers in depositing and
withdrawing cash.

3. Complete the customer services transaction
form.

4. Record new account opening and ATM card
numbers.

Source: Processed Data 2023

The table above is a table of activities in the last week of July. | was in the
service department to help customer service and tellers. | help customer service
serve customers for opening account books offline or via BSI mobile. Assist
customers in making deposits and withdrawals as well as recaping daily customer

service transactions.

Table 3.25 Daily Activities of July 3to July 7 2023

No. Day/date Description of Activities Place

1. Monday 1. Sorting money for ATM machines and Operational
July 3, 2023 transaction.

2. Recap list of souvenirs for gift parties

2. Tuesday 1. Create an ATM card issuance barsheet Operational
July 4,2023 |2. Duplicate financing files for branch archives

3. Wednesday |1. Sorting money for ATM machines and Operational
July 5, 2023 transaction.

4. Thusrday 1. Recap deposit disbursements Operational
July 6, 2023

5. Friday 1. Sorting money for ATM Machine and Operational
July 7, 2023 transaction.

Source: Processed Data 2023

The table above is the activity table for the first week of July, which is
July 3 to 7. In the table above, the author is placed in the operational section to
help the operational team. The author sorts money for ATM machines and for
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transactions, recaps deposit disbursements, makes ATM number bar sheets and

photocopies of documents for bank archives.

Table 3.26 Daily Activities of July 10 to July 14 2023

No. Day/date Description of Activities Place
1. Monday 1. survey of prospective micro credit Marketing
July 10, 2023 customersCreated NPWP online in google
2. Enter customer data for Micro KUR
financing that has been disbursed in May.
2. Tuesday 1. Prepare Bl Checking forms. Marketing
July 11,2023 |2. Separation of Consumer documents that
have been disbursed.
3. Wednesday |1. Prepare Bl Checking forms Marketing
July 12,2023 |2. Completing personal data of Mitraguna
consumer customers.
4. Thusrday 1. Prepare KUR customer financing forms and Marketing
July 13, 2023 scan them one by one.
5. Friday 1. Writing marketing visit reports to Marketing
July 14, 2023 prospective KUR customers.
2. Write an application for KUR financing.

Source: Processed Data 2023

placed in the marketing department to help the marketing team. On July 10, | was

The table above is a table of activities from July 10 to July 14. | was

invited to do the first survey at the place of business of prospective micro KUR

customers. Next, | inputted customer data, prepared documents for KUR, prepared

partner brochures, KUR and others.

Table 3.27 Daily Activities of July 17 to July 21 2023

No. Day/date Description of Activities Place
1. Monday 1. Open an account in Pedekik Village via BSI Service
July 17, 2023 Mobile.Helping customer services in the
customer service process.
2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction
form.
4. Record new account opening and ATM card
numbers.
2. Tuesday 1. Helping customer services in the customer Service
July 18, 2023 service process.
2. Assist customers in depositing and
withdrawing cash.
3. Complete the customer services transaction
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form.
Record new account opening and ATM card
numbers.

Assist  customers in  depositing and
withdrawing cash.

Complete the customer services transaction
form.

3. Thursday Helping customer services in the customer Service
July 20, 2023 service process.
Assist  customers in  depositing and
withdrawing cash.
Complete the customer services transaction
form.
Record new account opening and ATM card
numbers.
4. Friday Helping customer services in the customer Service
July 21, 2023 service process.

Source: Processed Data 2023

The table above is a table of internship activities in the third week of July.

On Monday, | was invited to open a savings book in Pedekik village. The opening

was for the disbursement of customers from the Pedekik Village Savings and

Loans Unit (USP). Next, | carry out activities as usual in the service section,

namely assisting customer service in serving customers and recapping daily

transactions. | also assist tellers in deposits and withdrawals. On Wednesday, the

office is closed due to the 1st anniversary of Muharram Islamic New Year.

Table 3.28 Daily Activities of July 24 to July 29 2023

No. Day/date Description of Activities Place
1. Monday Sorting money for ATM machines and Operational
July 24, 2023 transaction.
Recap list of souvenirs for gift parties.
2. Tuesday Create an ATM card issuance barsheet Operational
July 25, 2023 Duplicate financing files for branch
archives.
3. Wednesday Sorting money for ATM machines and Operational
July 26, 2023 transaction.
4, Thusrday Recap deposit disbursements Operational
July 27, 2023
5. Friday Sorting money for ATM Machine and Operational
July 28, 2023 transaction.
6. Saturday 18. Open both in wisma sri mahkota Bengkalis Wisma Sri mahkota
July 29, 2023

Source: Processed Data 2023
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The table above is a table of the author's activities from 24 to 29 July. The
writer interns from Monday to Saturday because there is a Bengkalis birthday
celebration at Wisma Sri Mahkota. From Monday to Friday, the writer is placed in
the operational section. On Saturdays the writer maintains a stand or both BSI at

Wisma Sri Mahkota Bengkalis with interns and BSI employees.

Table 3.26 Daily Activities of July 31 2023

No. Day/date Description of Activities Place

1. Monday 1. Created NPWP online in google Marketing
July 10,2023 |2. Enter customer data for Micro KUR
financing that has been disbursed in May.

Source: Processed Data 2023

The table above is the author's last internship activity on July 31. The
author helps marketing input KUR customer data and makes NPWP online for
customers who don't have an NPWP.

3.4  Kind and Description of the Activity
Within a company, each has its own type. The following is a description of
each job the author did during the apprenticeship:

1. Serving Customer in Opening Savings Book

Figure 3.2 Opening Saving Book
Source: Processed Data 2023
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At PT Bank Syariah Indonesia there are two ways to open a savings
book, namely offline and online. In the picture above, the author assists
customers in making new savings books online through mobile banking,
namely BSI Mobile. The customer simply follows the steps provided by the
customer until the process is complete. After that, the author asks for the
customer's personal data and the customer is required to sign the savings book

opening form.

Assisting Customers in Deposit and Withdrawal Transactions

Figure 3.3 Deposit and Withdrawal Transactions
Source: Processed Data 2023

Transaction processes at tellers are usually deposits, withdrawals,
money exchanges and others. In the picture above the author helps customers
in transactions, namely withdrawals and deposits of money. The customer is
required to write down complete personal data and bring an identity card
(KTP) and savings book. Then the author helps count money and helps
complete the customer's personal data.
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3. New Currency Exchange Service

Figure 3.4 New Currency Excange Service
Source: Processed Data 2023

In every bank there must be a new money exchange service, especially
before the Eid al-Fitr. In the picture above, the author is asked to participate
with employees of PT Bank Syariah Indonesia branch office Duri Hang Tuah

1 to exchange new money at the Bengkalis State Polytechnic.

4. Payment Registration Fee for the Bequranic Bengkalis Islamic Boarding
School

Figure 3.5 Payment Registration Fee
Source: Processed Data 2023

In the picture above, is an activity when the author is serving customers
in paying the registration fee for the Bequranic boarding school. PT Bank
Syariah Indonesia branch office Duri Hang Tuah 1 was asked to be the
receiving bank for the registration of new students. The author was asked to
participate in the deposit transaction at the Bequranic Islamic boarding school.
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5. Opening Non Individual Fund Accounts and QRIS at the Bengkalis Dharma
Metreya School

Figure 3.6 Opening Non Individual Fund Account And QRIS
Source: Processed Data 2023

The picture above is a picture when the author was asked to open a non-
individual fund account and make a Quick Respond Code Indonesian
Standard (QRIS) at the Dharma Meitreya school and all Buddhist Sunday
schools under the dharma meitreya foundation. This non-individual fund
account is used to create an account for an organization or foundation that is
managed by more than one person. This account aims to facilitate

transactions at the Meitreya Dharma School.

6. Recap Deposit Disbursement
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Figure 3.7 Recap Deposit Disbursement
Source: Processed data 2023

Deposits are deposits that can only be withdrawn within a certain period
of time and subject to certain conditions. The picture above is the activity of
the author's internship to recap the disbursement of customer deposits. Recap

deposit disbursement aims to save data so that it is not lost.
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7. Prepare a new Passbook Opening Form

Il

Figure 3.8 Prepare a New Passbook Opening Form
Source: Processed Data 2023

Opening a new savings book requires several forms, such as an
individual fund account form, a sample signature pocket, a form without an
NPWP and a Debit Card form. Setting up this form is necessary to facilitate

transactions so you don't have to look for the form to use.

8. Counting and Sorting Money

Figure 3.9 Counting and Sorting Money
Source: Processed Data 2023

The picture above is the author's internship activity, namely sorting and
counting money. Sorting money aims to separate money that is appropriate
from that which is not feasible. Decent money can be seen from its texture
which is still stiff and shiny, not torn, and not shabby. Sorting this money is

necessary to improve service to customers so they are not disappointed with
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the quality of money in the bank. Usually the author sorts up to seven
hundred million a day. After sorting the money will be counted and tied based

on the amount that has been determined.

9. Counting and Separating Riyals

Figure 3.10 Counting and Separating Riyals
Source: Processed Data 2023

Riyals are used for legal payments in Saudi Arabia. The picture above
IS a picture when the author does the activity of counting and printing riyals
in an envelope of 250 riyals from one hundred, twenty, ten and five riyal
denominations. This riyal money will be exchanged for pilgrims and umroh
in 2023.

10. Recapitulation of Disbursed Financing File

Figure 3.11 Recapitulatibn of Disbursed Financing File
Source: Processed Data 2023
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The picture above is the activity of the author's apprenticeship, which is
recapitulating the disbursed financing files. The trick is to check the files one
by one and then separated from each other. Then recap in the disbursement

book one by one based on the order of the disbursement date.

11. Separation of KUR Micro and Mitraguna Consumer Financing Files

B

/
Figure 3.12 Separation of Financing Files
Source: Processed Data 2023

The picture above is a picture when the author does the activity of
separating financing documents between KUR Micro and Mitraguna
Consumer financing. The author duplicates the document first and then
proceeds to unite the files into a folder. Once completed, the document is then

separated by giving a name according to the type of financing.

12. Input Micro KUR Customer Data in Microsoft Excel

Figure 3.13 Input Micro KUR Customer Data in Excel
Source: Processed Data 2023

The picture above is a picture of the author's activities during the
internship, namely inputting data on Micro KUR customers who have made
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disbursements in Microsoft Excel. The input data is in the form of the
customer's name, place and date of birth of the customer, customer's address,
spouse's name, marriage book number, business name, business address, cell

phone number, identification number.

13. Create a Bl Checking Form

Figure 3.14 Create Bl Cehcking Form
Source: Processed Data 2023

The picture above is a picture of the author's activity when creating for
Bl Checking. The Bl Checking form is a form that is required to find out the
data or loan history of a prospective customer. Usually the information
obtained is about the smooth running of customers in paying installments and

where customers still have unpaid financing.

14. Recapitulation of the Savings Book Opening List in Microsoft Excel

Figure 3.15 Recapitulation the Savings Book Opening List
Source: Processed Data 2023
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The picture above is the excel data for opening a savings book. In the
picture, the author inputs one by one the customer's name, account number,
transaction date and book number in Microsoft Excel. Entering a list of
account numbers is necessary so that the savings book opening data is not lost.

This recap is done every day so it doesn't get lost.

15. Input the Gold Installment Program Data
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Figure 3.16 Input the Gold Installment program Data
Source: Processed Data 2023

Gold installments are one of the products at Bank Syariah Indonesia.
The gold obtained was 24 carat gold which was purchased directly from PT
Antam. The weight of gold that can be paid in installments starts from 5
grams to 100 grams of gold. The installment period starts from 12 months or
one year to five years, which is 60 months. The author inputs customer data

in the form of name, gold weight, financing date, and financing number.

16. Telemarketing to Customers

Figure 3.17 Telemarketing to Customers
Source: Processed data 2023
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17.

18.

The picture above is a picture when the author makes phone calls
(telemarketing) to customers to provide information or offer products at Bank
Syariah Indonesia KCP Duri Hang Tuah 1. Usually the author does
telemarketing to inform customers to change their ATM card from Bank
Syariah Mandiri ATM to Bank Syariah Indonesia ATM.

Open an Individual Account in Pedekik Village.

o~
Figure 3.18 Open an Individual Account in Pedekik Village
Source: Processded Data 2023

On July 25, I was invited by the BSI operational team to open a wadiah
type account book at the Pedekik village office. This account book opening
uses an online account opening system using the BSI Mobile application
which can be downloaded by all Smartphone users. The opening of this
account book aims to process the disbursement of USP funds in Pedekik

Village

Survey of Prospective Micro Credit Customers
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Figure 3.19 survey of prospective micro credit customers
Source: Processed Data 2023
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On July 11, my apprentices and | were invited by the Micro marketing
team to survey the feasibility of prospective BSI Micro KUR customers. This
survey or visit aims to find out the truth of the customer's business, the
income earned and the amount of the customer's dependents. If the survey
results are good and feasible, then the customer will be processed to final

survey.

19. Open Both Gymanstic Event for All Service Offices in Bengkalis
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All Service Offices in Bengkalis
Source: Processed Data 2023

Once a week, all the service offices in Bengkalis Regency carry out
routine gymnastics which are held in the Tugu field. Gymnastics is followed
by all employees and directly led by gymnastic instructors. BSI got the
opportunity to join the event. My interns and | were asked to take part in the

event and also have to be able to offer products at BSI to customers.

20. Scan of the Document on the Cost of Organizing the Pilgrimage

Figure 3.21 Scan of the Document on the Cost of Organizing the Pilgrimage
Source: Processed Data 2023
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Since its establishment, BSI has been able to become an intermediary
for Hajj registration through the Ministry of Religion. Documents that are
ready for the registration process will be uploaded on the website. Before

uploading, | have to scan the document and save it in PDF format.

21. Open Both Bengkalis Birthday Event
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Figure 3.22 Open Both Bengklis Birthday Event
Source: Processed Data 2023

Every year, the Bengkalis district government holds a celebration to
commemorate Bengkalis' birthday. At the time of the celebration, there is
usually an expo or exhibition at Wisma Sri Mahkota, Bengkalis Regency. At
that event, BSI sponsored the Bengkalis anniversary exhibition. BSI also

opened a stand in the Sri Mahkota Wisma area.

22. Upload BIPIH Data in Website
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Figure 3.23 Upload BIPIH Data in Website
Source: Processed Data 2023
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Every transaction at BSI must be uploaded in the system, one of which
Is the document on the costs of organizing the pilgrimage. This document is
used to register the pilgrimage at the ministry of religion. When registering
for Hajj, customers must deposit money into an Islamic bank, one of which is
BSI. Then the proof of payment will be input into the system, namely
wakalah. | was asked to help upload data on the costs of organizing a
customer's pilgrimage to completion. The data required is validation number,

name of applicant, NIK, date of registration and soft file.

23. Recap of Gold Installment Financing in Writing

| v
Figure 3.24 Recap of Gold Installment Financing in Writing
Source: Processed Data 2023

Gold installment is one of the products available at BSI. Every
customer who makes gold installments will be recorded in the gold
installment transaction book. The goal is to find out the customer's name,
gold weight, contract date, installment ending date and type of gold. | was
asked to recap the data during my internship every time someone financed

gold products at BSI.
3.5  Obstacles and Solution

Every work that is done, must have obstacles, obstacles that occur can be
resolved with a solution. Obstacles and solutions that occurred during an
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internship at PT Bank Syariah Indonesia Branch Office Duri Hang Tuah 1 are as

follow:

1.

19.

Obstacles of the Apprenticeship

In carrying out practice work, | have several obstacles, the first is that
there is no special desk for intern students when given assignments to write,
recap and other assignments that require a desk. The second is a photocopier
which is always damaged when used for large quantities of copies, so the

author's work will be hampered.

Solution to Solve Obstacle

The solution to solving it is, first | have to take turns with marketing
funding when using the desk, because marketing funding often comes out, so
my friends and | can use the desk for a while. Secondly, the author uses a
scan machine to photocopy documents when the copier is broken.
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CHAPTER IV
CONCLUSION AND SUGGESTION

41  Conclusion
After carrying out an internship at PT Bank Syariah Indonesia branch
office Duri Hang Tuah 1, the authors can draw conclusions as follows:

In carrying out practical work, the author does a lot of work, namely helping
customer service to create account books for customers, recaping daily
customer service transactions, assisting tellers in depositing and withdrawing
money, sorting and counting money, recapitalizing deposits, recapping gold
installment financing, inputting data KUR and Consumer financing customers,
prepare all necessary brochures and call or telemarket customers.
PT Bank Syraiah Indonesia has its own procedure, such as every morning
there is a morning briefing for all employees and apprentice students, second,
the procedure for working hours when you have to enter at 07:30 and go
home at 17:00, the third is the procedure for dressing according to determined,
namely Monday and Wednesday wearing batik, wearing formal Tuesday,
Thursday and Friday wearing casual clothes.
During the internship, the authors were placed in three places alternately
within one week, namely in service, operational and marketing.
The types and descriptions of the work that the author does are very diverse,
starting from serving customers to create account books through BSI Mobile
directly to customers until they are finished, then helping them fill out forms
and activating ATM cards, then the writer also sorts and counts the money
that is done when the amount of money is has run low, then the money is
separated between what is appropriate and not feasible and then put together
as many as one hundred pieces per bundle.
In carrying out practical work, | have several obstacles, the first is that there
is no special desk for intern students when given assignments to write, record

and other assignments that require a desk. The second is the photocopier
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which is always damaged when used for a large number of copies. The
solution to solving it is, first | have to take turns with marketing funding
when using the desk, because marketing funding often comes out, so my
friends and | can use the desk for a while. Secondly, the author uses a scan

machine to photocopy documents when the copier is broken.

4.2  Suggestion

To overcome these obstacles, companies should provide desks for students
to work in practice so as not to hinder the activities and work being done. And
companies should have to repair copiers, or buy new copiers, because

photocopiers are needed every day to support work activities.
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APPENDICES

Appendix 1. Apprenticeship Accepptance Letter
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Appendix 2. List of Attendance
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Appendix 3. Company Appraisal Sheet

PENILAIAN DARI PERUSAHAAN KERJA PRAKTEK
PT. BANK SYARIAH INDONESIA
KCP DURI HANG TUAH 1

Nama : Indri Setia Putri
NIM : 540491204
Program Studi : Administrasi Bisnis Internasional

Aspek Penilaian Bobot

1 | Displin 20 %
2 | Tanggung jawab 25% | 25 |
3 [ Penyesuaian diri 10% ¢ |
4 | Hasil kerja 30% he |
S | Perilaku secara umum 15% 25~ |
Total Jumlah (1+2+3+4+5) 100% W [r z(or
Keterangan /
Nilai Krife
81-100 : [stimewa
71-80 : Baik Sekali
66-70 : Baik
61-65 : Cukup Baik
56-60 : Cukup
A ot .

Operation Service Manager
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Appendix 4. Apprentice Farewel
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Appendix 5. Photo with Employess
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Appendix 6. Two Years Celebration PT Bank Syariah Indonesia
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Appendix 7. Kahoot Competition With Employess
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Appendlx 8. Gymnastics With Bengkalis State Polytechnic
\EEW SN EEYW 4
b

d 4 «.,R.‘.' A ‘H

“'I' |_l’

A

87



Appendix 9. Meeting and Dinner with Employees
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