
JOB TRAINING COMPANY 

 

PT. BANK SYARIAH INDONESIA, TBK  

BRANCH OFFICE DURI HANGTUAH I 
 

 

DWINO RANI 

5404201260 
 

 

 

 

 

 

 

 

 

 

APPLIED BACHELOR DEGREE OF INTERNATIONAL 

BUSINESS ADMINISTRATION STUDY PROGRAM  

BUSINESS ADMINISTRATION DEPARTMENT  

STATE POLYTECHNIC OF BENGKALIS  

2024

 



ii 
 

   



iii 
 

ACKNOWLEDGMENT 

 Praise and thank the authors say for the presence of Allah SWT who has 

given His grace and gifts so that the author can finish writing this practical work 

report. This practical work report is prepared based on the implementation of 

practical work that the author did at PT Bank Syariah Indonesia, Tbk Branch 

Office Duri Hangtuah 1 on February 01 to May 31 2023. 

In the implementation of this practical work the author seeks to gain 

knowledge, insight and skills regarding administration that has been obtained in 

collage and systems in the world of work as much as possible by utilizing the 

facilities provided by the company. 

The authors also express their gratitude to all employees of PT Bank 

Syariah Indonesia, Tbk Branch Office Duri Hangtuah 1 who are very kind, 

friendly and accept the authors to join and have an opportunity to become one of 

the family members of PT Bank Syariah Indonesia, Tbk Branch Office Duri 

Hangtuah 1. 

In compiling this Apprenticeship report, the author realize that without the 

guidance from various parties this Apprenticeship report cannot be completed in a 

specific time, so the authors want to thank all the those who have been involved 

and assisted the author. Related parties include: 

1. Mr. Johny Custer, S.T.MT as the Director of State Polytechnic of Bengkalis. 

2. Mr. Armada, ST., MT as Deputy Director I of State Polytechnic of 

Bengkalis. 

3. Ms. Supriati, M.Si as head of the Department of Commerce Administration. 

4. Ms. Wan Junita Raflah, B.Sc., M.Ec.Dev as Chair of the International 

Business Administration Study Program. 

5. Mr. Alkadri Perdana, B.IT., M.Si as the Coordinator apprenticeship. 

6. Ms. Yunelly Asra, S.E., M.M as lecturer supervisor of Practical Work 

Writers. 

 



iv 
 

 



v 
 

TABLE OF CONTENT 

COVER ........................................................................................ i 

VALIDATION FORM ................................................................................ ii 

ACKNOWLEDGMENT ............................................................................ iii 

TABLE OF CONTENS ............................................................................... v 

LIST OF TABLES ..................................................................................... vii 

LIST OF FIGURES .................................................................................. viii 

LIST OF APPENDICES ............................................................................. x 

CHAPTER I INTRODUCTION 

1.1 Background of the Apprenticeship .................................................... 1 

1.2 Purpose  of the Aoorentuceship .................................................................................................. 3 

1.3 Significances of the Apprenticeship  .......................................................................... 3 

1.3.1 For the Student ....................................................................... 3 

1.3.2 For the Company .................................................................... 4 

1.3.3 For the State Polytechnic of Bengkalis .................................. 4 

CHAPTER II GENERAL DESCRIPTON OF THE COMPANY 

2. 1 Company History .............................................................................. 5 

2. 2 Vision and Mission ........................................................................... 7 

2.2.1 Vision of PT Bank Syariah Indonesia, Tbk ............................ 7 

2.2.2 Mission of PT Bank Syariah Indonesia, Tbk .......................... 7 

2. 3 Kind of Business ............................................................................... 7 

2. 4 Organization Structure ..................................................................... 11 

2. 5 The Working Process ...................................................................... 15 

2. 6 Document Used for Activity .............................................. 17 

CHAPTER III SCOPE OF THE APPRENTICESHIP 

3. 1 Job Description  ...................................................................................................................... 27 

3. 2 System and Procedure ............................................................... 28 

3. 3 Place of Apprenticeship .................................................................. 31 

3. 4 Kind and Description of the Activity ......................................... 44 



vi 
 

3. 5 Obstacles and Solutions .................................................................. 54 

3.5.1 Obstacles .............................................................................. 54 

3.5.2 Solutions ............................................................................... 54 

CHAPTER IV CONCLUSIONS AND SUGGESTIONS 

4.1 Conclusions ............................................................................ 56 

4.2 Suggestion ........................................................................... 57 

REFERENCES ........................................................................................... 59 

APPENDICES ............................................................................. 60 

  



vii 
 

LIST OF TABLE 

Table 3.1 working hours ................................................................................... 29 

Table 3.2 Work Uniform ................................................................................... 29 

Table 3.3 Daily Activities of February 01
th

,  2024 to February 02
th

 2024 ........ 31 

Table 3.4 Daily Activities of February 05
th

,  2024 to February 09
th

 2024 ........ 32 

Table 3.5 Daily Activities of February 12
th

,  2024 to February 16
th

 2024 ........ 33 

Table 3.6 Daily Activities of February 19
th

,  2024 to February 24
th

 2024 ........ 33 

Table 3.7 Daily Activities of February 26
th

,  2024 to March 01
th

 2024 ............ 34 

Table 3.8 Daily Activities of March 04
th

,  2024 to March 08
th

 2024 ................ 35 

Table 3.9 Daily Activities of March 11
th

,  2024 to March 15
th

 2024 ................ 36 

Table 3.10 Daily Activities of March 18
th

,  2024 to March 23
th

 2024 .............. 36 

Table 3.11 Daily Activities of March 25
th

,  2024 to March 29
th

 2024 .............. 37 

Table 3.12  Daily Activities of April 01
th

,  2024 , April 05
th

 2024 ................... 38 

Table 3.13  Daily Activities of April 08
th

,  2024 , April 12
th

 2024 ................... 39 

Table 3.14  Daily Activities of April 15
th

,  2024 , April 19
th

 2024 ................... 39 

Table 3.15  Daily Activities of April 22
th

,  2024 , April 27
th

 2024 ................... 40 

Table 3.16  Daily Activities of April 29
th

,  2024 , May 03
th

 2024 .................... 40 

Table 3.17  Daily Activities of May 06
th

,  2024 , May 10
th

 2024 ..................... 41 

Table 3.18  Daily Activities of May 13
th

,  2024 , May 17
th

 2024 ..................... 42 

Table 3.19  Daily Activities of May 20
th

,  2024 , May 24
th

 2024 ..................... 42 

Table 3.20  Daily Activities of May 27
th

,  2024 , May 31
th

 2024 ..................... 43 

  



viii 
 

LIST OF FIGURE 

Figure 2.1 PT Bank Syariah Indonesia Tbk Branch Office Duri Hangtuah 1 .... 5 

Figure 2.2 PT Bank Syariah Indonesia Tbk logo ................................................ 6  

Figure 2.3 Organization Structure ..................................................................... 12 

Figure 2.4 KUR (People's Business Credit) Customer Financing Application 

Form ............................................................................................... 17 

Figure 2.5 Call Report/Customer Visit Report (LKN)...................................... 18 

Figure 2.6 KUR (People's Business Credit) file ............................................... 18 

Figure 2.7 Qris Application Form ..................................................................... 19 

Figure 2.8 BSI Pension Blessing Financing Application Form ........................ 20 

Figure 2.9 Sample Sgnature Card (KCTT) ....................................................... 20 

Figure 2.10 Application Form for Opening an Individual Fund Product 

Account .......................................................................................... 21 

Figure 2.11 Bank Syariah Indonesia Debit Card Form  .................................... 21 

Figure 2.12 Student Savings Account Opening Form ...................................... 22 

Figure 2.13 Cash Withdrawal Form .................................................................. 23 

Figure 2.14 Cash Deposit Form ........................................................................ 23 

Figure 2.15 Gold Installment Application Form ............................................... 23 

Figure 2.16 Collateral Handover Book from Marketing to BO (Back Office) . 24 

Figure 2.17 Memo Book ................................................................................... 25 

Figure 2.18 Micro Customer Guest Book ......................................................... 25 

Figure 2.19 Stamp ............................................................................................. 26 

Figure 3.1 Morning Briefings ........................................................................... 30 

Figure 3.2 Taujih, dhikr and prayers ................................................................. 31 

Figure 3.3 Filling out the KUR customer financing application form .............. 44 

Figure 3.4 Inputting customer data in Data Entry KUR ................................... 45 

Figure 3.5 Open booth and promotional activities at Istiqomah Bengkalis 

Mosque ........................................................................................... 45 

Figure 3.6 Open booth for new small currency exchange at sukaramai market46 



ix 
 

Figure 3.7 Socialization and promotional activities at SD Aisyiyah Bengkalis 46 

Figure 3.8 Promoting Qris to merchants around State Polytechnic of Bengkalis47 

Figure 3.9 Transfer of duties to MPP (Public Service Mall) building .............. 47 

Figure 3.10 Sorting the Money ......................................................................... 48 

Figure 3.11 Separation of micro and consumer financing documents that have 

been paid off ................................................................................... 48 

Figure 3.12 Filling in the application for depositing tuition payments for 

BEQURANIC pesantren students .................................................. 49 

Figure 3.13 Filling out the BSI Pension Blessing financing application form . 49 

Figure 3.14 Assist customer to open online accounts ....................................... 50 

Figure 3.15 Fill out the opening form for individual fund savings and students 

savings deposits .............................................................................. 51 

Figure 3.16 Check and fill in the Call Report / Customer Visit Report (LKN)  

Form ............................................................................................... 51 

Figure 3.17 Checking the completeness of KUR customer files ...................... 52 

Figure 3.18 Checking bar sheet ATM GPN Gold ............................................. 52 

Figure 3.19 Filling of micro and cunsumer finance customer files .................. 53 

Figure 2.20 Fill out the Qris customer application form ................................... 53  

  



x 
 

LIST OF APPENDICES 

Appendix 1: Apprenticeship Acceptance Latter ............................................... 60 

Appendix 2 : Job Training Reference Letter ..................................................... 61 

Appendix 3: Company Appraisal Sheet ............................................................ 62 

Appendix 4 : List of Attendance ....................................................................... 63 

Appendix 5 : Daily Activities of the Job Training ............................................ 65 

Appendix 6 : Photo with Employees PT Bank Syariah Indonesia 

Branch Office Duri Hang Tuah 1 .............................................. 82 

Appendix 7: Morning Briefings with all employees of PT Bank Syariah 

Indonesia Branch Office Duri Hang Tuah 1 .............................. 83 

Appendix 8 : Yasin and Dhikr .......................................................................... 84 

Appendix 9 : Release of Practical Work Student and Photo with Emplyees .... 85 


	COVER
	APPROVAL SHEET
	ACKNOWLEDGMENT 
	TABLE OF CONTENT 
	LIST OF TABLE 
	LIST OF FIGURE 
	LIST OF APPENDICES 

