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CHAPTER I 

INTRODUCTION 

  

1.1 Background of Apprenticeship 

Every person has various skills. Education is one of the pillars for 

developing skills with the aim of facilitating and preparing skills to compete in 

workplace. 

Nowdays in the era of globalization, people have to compete in achieving 

the highest possible education to be able to compete in the world of work. 

Therefore, State Polytechnic of Bengkalis anticipates to maintain the quality of 

education and the quality of their graduates in order to always produce competent 

and quality students.  One of the steps taken to State Polytechnic of Bengkalis is 

holding Apprenticeship. 

Apprenticeship is a compulsory subject in the Language Department which 

aims to equip students in recognizing, knowing, understanding the application and 

relationship of knowledge in the sector of knowledge obtained in the world of 

lectures and the world of work. Every students in Language Department are 

required to take this program before graduation as the graduation requirements. 

In the manner of participating in the  apprenticeship, students are expected 

to gain insight, experience, and synergize students' academic knowledge with the 

world of work  in solving problems faced during the completion of apprenticeship 

program. 

The apprenticeship has done from January 4th until March 5th, 2021 as a 

Planning and Program Office Staff in Tourism Department of Riau Province. It was 

chose because Tourism Department of Riau Province center in the Province in Riau. 
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Futhermore, writer can implement her translation skills and also improve her 

knowlodge about tourism office. 

1.2 Purpose of the Apprenticeship 

The purpose of the apprenticeship as follows : 

1. To know kinds of jobs in Tourism Department of Riau Province 

2. To know working procedures applied in Tourism Department of Riau Province 

3. To know douments used in Tourism Department of Riau Province 

 

1.3 Signifience of the Apprenticeship 

1.3.1 Signifience for the Apprenticeship 

Apprenticeship gives a chance for the apprentice to implement knowlodge that 

already learn and get knowlodge expecially about Tourism. The apprentice knows how 

Tourism Department of Riau Province.   

1.3.2 Signifience for State Polytechnic of Bengkalis 

Apprenticeship helps Polytechnic of Bengkalis to knowing the extent of 

effectiveness between the applied curriculum and the real dynamics and conditions of 

the world of work. 

1.3.3 Signifience for The Company 

Apprenticeship give Tourism Department of Riau Province in Pekanbaru a 

chance to help and share students skills. In addition, swell as fostering mutually 

beneficial and beneficial cooperative relationships. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

 

2.1 Company History 

 Based on Riau Province Regional Regulation Number 4 of 2016, in 2017, 

Tourism Department of Riau Province was originally named Riau Province Tourism 

and Creative Economy Office. In accordance with developments regarding the 

organizational arrangement of the Regional Government, the Riau Governor Regulation 

Number 85 of 2016 concerning Position, Organizational Structure, Duties and 

Functions, and Work Procedures of the Tourism Department of Riau Province was 

prepared. Tourism Department of Riau Province it is located at Jl. Jenderal Sudirman, 

Pekanbaru, Riau. It was established on the area with 3.000 meters.  

 

 

Figure 2.1 

Tourism Department of Riau Province 
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2.2 Vision and Mission 

2.2.1 Vision  

The vision of Tourism Department of Riau Province Pekanbaru is to be 

"Superior Tourism Based On Malay Culture".  

2.2.2 Mission 

 The Mission of Tourism Department of Riau Province are as follow : 

1. Developing competitiveness and sustainable tourism destinations that are 

supported by a local wealth as a wealth and local awareness 

2. Improving the quality of tourism human resources 

3. Improving stakeholder role and cooperation 

4. Implementing the development of sapta charm and sharia tourism  

2.3 Kinds of Bussines 

  The Tourism Department of Riau Province deals with giving carries out 

government affairs in the tourism sector. 

2.4 Organizational Structure 

 There are several department in Tourism Department of Riau Province 

Pekanbaru such program planning section, staffaing and general affairs section, 

equipment and managment section, tourism destination section, tourism marketing 

section and creative economy section. 
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Structure of Tourism Department of Riau Province 

 

figure 2.2 

Structure of Tourism Department of Riau Province 
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2.5 Document Used For Activity 

 To manage the activities, there are several document which used in program 

planning section : 

1. Performance Report of Government Agencies (LKJIP ) 

2. Strategic Plan ( RESNTRA ) 

3. Work Plan ( RENJA ) 

4. Local Government Implementation Report ( LPPD ) 

5. Tourism Statistic of Riau Province 
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CHAPTER III 

SCOPE OF APPRENTICESHIP 

 

3.1 Job Description 

 Apprenticeship began on January 04
th

 until March 05
th

, 2021 at Tourism 

Department of Riau Province. The working hour start at 08.00 am – 16.00 pm on 

Monday until Wednesday. Therefore, on Thursday until Friday statrs from at 08.00 am 

– 17.00 pm. 

 There were kinds of main jobs which had been accomplished during 

apprenticeship program are describe as follow:  

1. Translating letters 

2. Translating books 

3. Translating news online 

4. Input data of Tourism Office 

5. Typing of Tourism Report 

6. Photocopying and putting letters in draft incoming box 

 

3.2 Working Procedure 

1. Translating letters 

In the early days of the apprenticeship program, apprentice was assigned to 

translate a circular on "The Work System for Civil Servants and Non-PNS 

Employees in a New Normal Environment in Riau Provincial Government".  In 

addition,  translated the Riau Governor's Declaration on "Compliance with Local 

Government Policies in Handling the 2019 Corona Virus Disease (covid-19)" as a 

required in Plan Program Sub- Section.  During the translation processed used to the 
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word for word method and literal translation and is also assisted by the google 

translate application. Started from typing the letter, translating and then checking the 

grammartical errors again to make it more effective. The intern's purpose in 

translating this letter was to archive in the inbox in the sub-section of program 

planning.  

Originally of letter 

 

 

   

After translated 

 

Figure 2.3 

Translating of document 
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2. Translating Books 

There was also a book that should be translated used in the Program 

Planning Sub-Section, namely the Final Plan Strategic Plan (RENSTRA) which 

contains the Vision, Mission, Goals, Goals, Strategy, Program and SKPD 

activities, and arranged in accordance with the duties and functions in . Started 

from saving the original RENSTRA document file then translating it using 

google translate and finally checks the grammatical errors in order to thats book 

more effective. The purpose of translating this book was as an archive and proof 

that the apprentice  has undergone an apprenticeship and completed it well. 

 

 

Originally of book 

 

 

After translated 

 

 

Figure 2.4 

Translating of book 
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3. Translating News Online 

Another assigment was assigned to translate online news in the Tourism 

Office platform in Website www.pariwisata.riau.id  . Started by typing the news 

online into Indonesian then translating the news into English version. The 

purpose of translating this news is to be uploaded to the tourism office platform. 

During the internship, there were that should be translated entitled : 

a. Advancing The Tourism Sector, PWI Riau Held a National Press Day on 

North Rupat Island 

b. Kemenparekraf Invite Milenialls To Create Jobs in The Parekraf Sector 

c. Kemenparekraf Hopes That The Radio Industry will be more Innovation in 

Pandemic 

d. The Mayor Opens the 2021 Cultures Tourism and Business Fair 

 

 

Originally of news online 

 

After translated 

Figure 2.5 

Translating of news online 

http://www.pariwisata.riau.id/
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4. Input data of Tourism Office 

Another assigment was assigned to input tourism office data. Inputting data 

started from looking for data to be input in the folder provided by the supervisor and 

then entering data according to the needs of the data.  There are data that must be 

collected, such as data on mosques, hotels, restaurants and tourism objects in the 

entire province of Riau. 

   

 

Figure 2.6 

Input data Tourism Office 

 

5. Typing Tourism Report 

 Based on requirement in Plan Program Sub Section was assigned to 

retyping the travel report of the tourism office which aims to re-archive data on 

tourist objects in all of Riau province. Started from typing based on the original 

source of the book and arranges the tourist objects based on each district. 
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Figure 2.7 

Typing Tourism Report 

 

 

6. Photocopying and arranging the letter  

In other days was assigned to photocopying incoming letters and putting 

the letters in the incoming box in the Sub-Section of Program Planning. 

      

  

Figure 2.8 

Putting letters in draft income box 

 

 

3.3 Place of Apprenticeship 

 

The apprenticeship was started from January 05
th

, 2021 until March 05
th 

,2021. It 

was done at Tourism Department of Riau Province as a staff in Planning Program 

Section. 
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3.4 Kind and Description of The Activity 

 

The daily activities in Tourism Department of Riau Province can be seen in the 

tables below : 

Tabel 3.1 

Agenda of Activities of the First Week of January 

( January 04
th

 – 08
th

 , 2021 ) 

 

No Day/Date Activity Place 

1 Monday 

January 04
th , 

2021 

1. Translating of a Circular on 

The Work System for Civil 

Servant and Non-Civil Servant 

in The New Normal Order in 

The Riau Provincial 

Government 

 

Planning Program 

Room 

2 Tuesday 

January 05
th

 ,2021 

1. Translating The Governors 

Announcement on Complience 

With Local Government 

Policies in Handling the Corona 

Virus Disease (Covid-19) 

2. Typing from a source of 

Tourism Book in The Riau 

Province of Riau 

 

Planning Program 

Room 

3 Wednesday 

January 06
th

 ,2021 

1. Typing from a source of 

Tourism Book in The Riau 

Province of Riau 

Planning Program 

Room 
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4 Thursday 

January 07
th

 ,2021 

1. Typing from a source of 

Tourism Book in The Riau 

Province of Riau 

 

Planning Program 

Room 

5 Friday 

January 08
th 

,2021 

1. Translating of Tourism 

Information Center Report in 

Kuantan Singingi Regency 

 

Planning Program 

Room 

 

Tabel 3.2 

Agenda of Activities of the Second Week of January 

( January 11
th

 – 15
th

 , 2021 ) 

 

No Day/Date Activity Place 

1 Monday 

January 11
th , 

2021 

1. Translating of Tourism 

Information Center Report in 

Pelalawan & Rokan Hilir 

Regency 

 

Planning Program 

Room 

2 Tuesday 

January 12
th

 ,2021 

1. Translating of Tourism 

Information Center Report in 

Pekan baru City 

 

Planning Program 

Room 

3 Wednesday 

January 13
th

 ,2021 

1. Translating of Tourism 

Information Center Report in 

Bengkalis & Rokan Hulu 

Regency 

 

Planning Program 

Room 
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4 Thursday 

January 14
th

 ,2021 

1. Translating of Tourism 

Information Center Report in 

Indragiri Hulu & Indragiri Hilir 

Regency 

 

Planning Program 

Room 

5 Friday 

January 15
th 

,2021 

1. Translating of Tourism 

Information Center Report in 

Meranti Regency 

 

Planning Program 

Room 

 

 

Tabel 3.3 

Agenda of Activities of the Third Week of January 

( January 18
th

 – 22
th

 , 2021 ) 

 

No Day/Date Activity Place 

1 Monday 

January 18
th , 

2021 

1. Making Table of Indirect 

Expendicture Budget 

 

Planning Program 

Room 

2 Tuesday 

January 19
th

 ,2021 

1. Photocopying of Letter 

2. Putting Letter in Come Box 

Letter 

 

Planning Program 

Room 

3 Wednesday 

January 20
th

 ,2021 

1. Input Data of Tourism Office 

( Mosque ) 

 

Meeting Room 

4 Thursday 

January 21
th

 ,2021 

1. Input Data of Tourism Office 

( Mosque ) 

 

Meeting Room 
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5 Friday 

January 22
th 

,2021 

1. Input Data of Tourism Office 

( Hotel ) 

 

Meeting Room 

 

Tabel 3.4 

Agenda of Activities of the Fourth Week of January 

( January 25
th

 – 29
th

 , 2021 ) 

 

No Day/Date Activity Place 

1 Monday 

January 25
th , 

2021 

1. Input Data of Tourism Office 

( Hotel ) 

 

Meeting Room 

2 Tuesday 

January 26
th

 ,2021 

1. Input Data of Tourism Office 

( Restaurant ) 

 

Meeting Room 

3 Wednesday 

January 27
th

 ,2021 

1. Input Data of Tourism Office 

( Restaurant ) 

 

Meeting Room 

4 Thursday 

January 28
th

 ,2021 

1. Input Data of Tourism Office 

( Tourism Objects ) 

 

Meeting Room 

5 Friday 

January 29
th 

,2021 

1. Input Data of Tourism Office 

( Tourism Objects ) 

 

Meeting Room 
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Tabel 3.5 

Agenda of Activities of the First Week of February 

( February 01
st
 – 05

th
 , 2021 ) 

 

No Day/Date Activity Place 

1 Monday 

February 1
st , 

2021 

1. Making Table of Performance 

Conditions at The Beginning of 

The RPJMD 

 

Planning Program  

Room 

2 Tuesday 

February 

2
nd

 ,2021 

1. Transalating of Tourism 

Statical Data ( Chapter I&II ) 

Planning Program  

Room 

3 Wednesday 

February 3
rd

 ,2021 

1. Transalating of Tourism 

Statical Data ( Chapter II&III ) 

 

Planning Program  

Room 

4 Thursday 

February 4
th

 ,2021 

1. Transalating of Tourism 

Statical Data ( Chapter IV ) 

 

Planning Program  

Room 

5 Friday 

February 5
th 

,2021 

1. Transalating of Tourism 

Statical Data ( Chapter V ) 

 

Planning Program  

Room 

 

Tabel 3.6 

Agenda of Activities of the Second Week of February 

( February 08
th

 – 12
th

 , 2021 ) 

 

No Day/Date Activity Place 

1 Monday 1. Taking The Paper to the Equipment  Room 
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February 8
th , 

2021 Equipment Room 

 

2 Tuesday 

February 9
th

 ,2021 

1. Translating of News online of 

“Advancing the Tourism 

Sector, PWI Riau Held a 

National Press Day on Nort 

Rupat Island” 

 

Planning Program  

Room 

3 Wednesday 

February 10
rd

 ,2021 

1. Translating of News online of 

“ Kemenparekraf Invite 

Millenials To Create Jobs In 

The Parekraf Sector “ 

 

Planning Program  

Room 

4 Thursday 

February 11
th

 ,2021 

1. Translating of News online of 

“Kemenparekraf Hopes that 

The Radio Industry will be 

more Innovation in Pandemic” 

 

Planning Program  

Room 

5 Friday 

February 12
th 

,2021 

1. Translating of News online of 

“ The Mayor opens the 2021 

Culuters Tourism and 

Business Fair” 

 

Planning Program  

Room 
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Tabel 3.7 

Agenda of Activities of the Third Week of February 

( February 15
th

 – 19
th

 , 2021 ) 

 

No Day/Date Activity Place 

1 Monday 

February 15
th , 

2021 

1. Making Table of Structure 

Organization of Riau Tourism 

Office 

 

Planning Program  

Room 

2 Tuesday 

February 16
th

 ,2021 

- Planning Program  

Room 

3 Wednesday 

February 17
rd

 ,2021 

1. Making Table of Program, 

Activities and Funding of The 

Riau Provincial Tourism 

Office  

( Table 6.1 ) 

 

Planning Program  

Room 

4 Thursday 

February 18
th

 ,2021 

1. Making Table of Program, 

Activities and Funding of The 

Riau Provincial Tourism 

Office  

( Table 6.1 ) 

 

Planning Program  

Room 

5 Friday 

February 19
th 

,2021 

1. Making Table of Program, 

Activities and Funding of The 

Riau Provincial Tourism 

Office  

( Table 6.1 ) 

 

Planning Program  

Room 
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Tabel 3.8 

Agenda of Activities of the Fourth Week of February 

( February 22
th

 – 26
th

 , 2021 ) 

 

No Day/Date Activity Place 

1 Monday 

February 22
th , 

2021 

1. Archive  of Absent Planning Program  

Room 

2 Tuesday 

February 23
th

 ,2021 

1. Archive  of Absent Planning Program  

Room 

3 Wednesday 

February 24
rd

 ,2021 

1. Photocopying of Letter 

2. Putting Letterin Draft Income 

Box  

 

Planning Program  

Room 

4 Thursday 

February 25
th

 ,2021 

1. Taking of Letter to Secretariat 

Room 

 

Planning Program  

Room 

5 Friday 

February 26
th 

,2021 

1. Photocopying of Riau 

Province Data Letter 

 

Planning Program  

Room 
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Tabel 3.9 

Agenda of Activities of the First Week of March 

( March 01
st
 – 05

th
 , 2021 ) 

 

No Day/Date Activity Place 

1 Monday 

March 1
st , 

2021 

1. Preparing of Document of 

Apprenticeship 

Planning Program  

Room 

2 Tuesday 

March 2
nd

 ,2021 

1. Preparing of Document of 

Apprenticeship 

Planning Program  

Room 

3 Wednesday 

March 3
rd

 ,2021 

1. Preparing of Document of 

Apprenticeship 

Planning Program  

Room 

4 Thursday 

March 4
th

 ,2021 

1. Rechecking of RENSTRA 

 

Planning Program  

Room 

5 Friday 

March 5
th 

,2021 

1. Separating in Last Day of 

Apprenticeship 

 

Planning Program  

Room 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

4.1 Conclusion 

 After doing apprenticeship in Tourism Department of Riau Province, there are 

some conclusion as follow : 

1. There are some kinds of job done during the apprenticeship ; translating a 

document, letter and news online, typing of some books of Tourism Department 

of Riau Province, photocopying some document or letter, input data of Tourim 

Office, putting letter in come box or out box. 

2. The working procedures are based on Standard Operating System (SOP) of The 

Riau Provincial Tourism Office. 

3. Documents used during the apprenticeship as follow ; RENSTRA (2019-2020), 

Tourism Activity Report, Riau Province Tourism Statical Data 2019 and Riau 

Province Tourism Statical Data 2020. 

4.2 Suggestion 

4.2.1  Suggestion for The Company 

1. Tourism Department of Riau Province Office should receive more apprentices 

from various majors. 

2. Tourism Department of Riau Province staff should be more attention and 

provide jobs according to the applicable abilities and curriculum. 

4.2.2  Suggestion for State Polytechnic of Bengkalis 

1. The campus should add more Tourism Subject to practical subject to take the 

student to the real job. 
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APPENDIXES 

APPENDIXES A 

Table of Number of Event by Regency in Riau 
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APPENDIXES B 

Homestay of data in Riau Province 

 

 



33 
 

APPENDIXES C 

The number of foreign guests in Riau Province 
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APPENDIXES D 

Absent of  apprenticeship 
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APPENDIXES E 

Absent of  apprenticeship 
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APPENDIXES F 

Absent of  apprenticeship 
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APPENDIXES F 

Absent of  apprenticeship 
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APPENDIXES G 

The total of amount of theater in Riau Province 
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