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CHAPTER 1 

INTRODUCTION 

1.1  Background of the Apprenticeship 

According to student affairs admin (2017) In early 2000, the Bengkalis 

Regency Government, through the Gema Bahari Foundation, established a college with 

the name Bengkalis Shipping Polytechnic, which has 3 (three) study programs, namely: 

Ship Electrical Engineering, Ship Building Engineering, and Ship Machining 

Engineering. During its journey, the Bengkalis Shipping Polytechnic changed its name 

to the Bengkalis Polytechnic and is under the Bangun Insani Foundation (YBI) 

Bengkalis, with 5 (five) study programs, namely: Shipping Engineering, Mechanical 

Engineering, Electrical Engineering, Civil Engineering, and Business Administration. 

In July 2001, Bengkalis Polytechnic admitted its first batch of new students. In 

2006, Bengkalis Polytechnic added 2 (two) new study programs, namely Business   

English and Informatics Engineering. In early 2008 Bengkalis Polytechnic asked for 

support from YBI Bengkalis, the Bengkalis Regency Government and the Regional 

People's Representative Council of Bengkalis Regency to propose an increase in status 

from a Private University (PTS) to a State University (PTN). 

On July 29 2011, Bengkalis Polytechnic officially became a PTN with the name 

Bengkalis State Polytechnic through Minister of National Education Regulation 

(Permendiknas) No. 28 of 2011 concerning the Establishment, Organization and Work 

Procedures of the Bengkalis State Polytechnic. On December 26 2011, Bengkalis State 

Polytechnic was inaugurated by the Minister of Education and Culture of the Republic 

of Indonesia.  

In 2014 and 2015, Bengkalis State Polytechnic added 2 new study programs, 

namely D4 (Road & Bridge Design Engineering) and D3 (Nautics, Engineering & 
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Management and Commercial Ports). In 2016 Bengkalis State Polytechnic added 

several study programs, namely D4 (Software Engineering, International Business 

Administration and Public Financial Accounting). 

Internship activities are a form of students to implement theories received 

during the learning process in college which can train skills and expertise that can be 

practiced in the world can train skills and expertise that can be practiced in the world 

of work. Students can feel how the world of work is today, we can know the expertise 

know the expertise and skills when doing an Internship. 

The purpose of the Internship is to be able to add insight and experience to the 

workplace while in a work environment, applying the theories that we can apply during 

lectures applied during the lecture period. So that students are able to become graduates 

skilled, professional and have a high work ethic. 

 

1.2  Purpose of the Apprenticeship 

 There are several purposes in the internship activities at PT. Bengkalis Kuda 

Laut: 

1. To describe the work at PT Bengkalis Kuda Laut during the internship. Internship 

period. 

2. To find out the place and time of the internship. 

3. To find out the obstacles and solutions while in the company. 

 

1.3  Significances of the Apprenticeship 

 With the existence of internship activities, of course, it is very beneficial for 

several parties such as students, companies and the Bengkalis State Polytechnic. 
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1.  For Students 

There are several benefits of having an internship program for students, namely 

as follows: 

a.  Obtain knowledge about the scope of the world of work and practice 

discipline in company regulations. 

b.  Obtain certificates and assessments from companies that can be used in the 

future in the world of work. 

c.  Obtain experience and can apply it when you are in the real world of work. 

d.  Able to analyze problems faced in the world of work and provide solutions 

that can overcome these problems. 

2.  For the Company 

Some of the benefits of having an apprenticeship program for companies are as 

follows: 

a.  Work in the company is completed more quickly with the help of labor 

from student interns. 

b.   There is a good relationship between the company and the world of 

education. 

c.  If there is a shortage of employees, the company does not need to bother 

looking for employees because the company can directly contact students 

who have done internships if they feel that the students are capable of 

working. 

3.  For State Polytechnic of Bengkalis 

There are several benefits of having an internship program obtained by the 

Bengkalis State Polytechnic, namely as follows: 

 a.    Establish good relationships and cooperation with the company. 

b.  Bengkalis State Polytechnic will be better known by companies inside and 

outside Riau province. 

c.  Polytechnics will get good feedback from companies by having good 

students in the world of work. 
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  CHAPTER 2 

GENERAL DESCRIPTION OF THE COMPANY 

2.1  Company History 

Statement from Suyoto (2020) by starting a business focus in the oil and gas 

sector as well as vehicle and heavy equipment transportation, PT Bengkalis Kuda Laut 

was the first company to provide vehicles for employees within PT Chevron Pacific 

Indonesia by utilizing a Fleet Management System that was able to streamline and 

streamline the use of vehicles with 3S "Safety Satisfactory Services" (Safety, Comfort 

and Accuracy). Now PT Bengkalis Kuda Laut provides rental services for heavy 

equipment and light vehicles with or without drivers for various national and 

multinational companies totaling thousands of units spread throughout the archipelago. 

With the motto "We Are The Best Solution For Your Transportation", BKL is not just 

an ordinary retailer, supported by sophisticated IT equipment, BKL can provide 

concrete solutions to your transportation problems. 

PT. Bengkalis Kuda Laut has two offices in Pekanbaru. The first office is the 

head office located at Jln. H. Imam Munandar No. 67 AA Tangkerang - Pekanbaru - 

Riau. There are several divisions located at the head office, such as the Human 

Resources Development division, Business Development division, Administration 

division, Purchasing division, Stock division, IT division, Legal division, and 

Maintenance division. The limited number of cars on display at the head office is due 

to insufficient land. Thus  if a consumer comes to the head office to buy a car, the head 

office employee will direct him to go to the car showroom that the customer can see 

more car choices. 
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Figure 2.1 The Head Office of BKL 

Source: Documentation, 2024 

 

Meanwhile, the second office is the S3mart Auto Arengka office, which is a 

used car office located on Jl. Soekarno - Hatta No.168 which is usually called the PT 

used car showroom. Bengkalis Sea Horse. In the car showroom there is an Asset 

division, Marketing division, Finance division, and Accounting & Tax division. 

 

 

Figure 2.2 Logo of PT. Bengkalis Kuda Laut 

Source: Suyoto, 2020 
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Figure 2.2 is the logo of PT Bengkalis Kuda Laut, which has a picture of a 

seahorse, rice and cotton, all of these images have their own meaning for the company, 

namely: 

1. Sea Horse 

    Seahorse as a symbol of loyalty, care, devotion, discipline and willingness to 

sacrifice. 

2. Paddy 

    Rice means having the willingness to always help others according to one's ability. 

3. Cotton 

    Cotton as a symbol of courage to fight for justice for oneself and others. 

 

 

Figure 2.3 S3mart Auto Arengka (Showroom) 

Source: Documentation, 2024 
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This company really upholds the corporate values that have been established 

since the company's inception, the corporate values of this company are as follows: 

1.  Family 

This means fostering compassion, tolerance, togetherness, mutual assistance 

and mutual cooperation, deliberation for consensus, prosperity. 

2.  Loyalty 

The loyalty that exists in PT. Bengkalis Kuda Laut is Discipline and Confidence, 

Caring and Serving, Dedication and Willing to Sacrifice, Responsible and 

Working Smart, Courageous and Firm, Self-Control. 

3.  HR development 

Designing and implementing a unique HR Development System, Building HR 

with integrity (Honest, Humble, Consistent, Doing what is taught, Leading by 

Example, "say, do, act", "mature"), Building professional HR through 

motivational training and improving skills, Paying attention to worker and 

family welfare facilities, Developing career paths 

4.  Cooperation 

Trust, Honesty, Common and Transparent Goals, Open Communication, 

Goodwill, Encouragement, Pygmalion Principle, Harmonious, Cooperative 

5.  Kaizen 

Kaizen at PT. Bengkalis Kuda Laut is Continuous Improvement, Initiative and 

Creative for Innovative, Continuous Learning, Never give up, Constructive in 

thinking and action patterns, Accurate, Fast and Efficient Work, Focus on 

results, Pay attention to processes based on systems and procedures, Critical 

and analytical. 

6.  Extraordinary 

What is meant by extraordinary is a workforce that has (extraordinary integrity, 

extraordinary professionalism, extraordinary loyalty), a company that is 

(extraordinarily proud, extraordinarily missed), a company that is comfortable, 
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safe and has a comfortable and conducive working atmosphere, Zero Accident , 

Safety First, Go Green, Achievement of exceeding work targets. 

 

2.2  Vision and Mission 

 Every company must have a vision and mission to realize its goals, Likewise 

with PT. Bengkalis Kuda Laut. The following is the vision and mission of PT. 

Bengkalis Kuda Laut: 

1.  Vision 

The vision of PT. Bengkalis Kuda Laut is a local service provider company 

with international standards that prioritizes S3: Safety, Satisfying Service 

(Safety, Comfort and Timeliness). 

2.  Mission 

A mission is a statement about what a company should do. In an effort to realize 

the vision and mission, the objectives and reasons why the company was 

founded were also determined. The following is the mission of PT. Sea Horse 

Bengkalis: 

a. Placing safety, occupational health and environmental protection as 

priorities in providing services. 

b. Providing the best services and quality products for safe, efficient land 

transportation rentals and safe, efficient and technologically advanced land 

transportation rentals, which are run by competent and highly motivated 

professionals. 

c. Creating job opportunities and prioritizing the placement of local workers. 

 

2.3  Kind of Business 

 PT. Bengkalis Kuda Laut is a company operating in the field of light vehicle 

and heavy equipment transportation. The main business activities of PT. Bengkalis 

Kuda Laut is the rental and sales of light vehicle and heavy equipment transportation. 

Rental and sales of light vehicles and heavy equipment have been carried out in several 
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cities, namely Pekanbaru, Jakarta, Tangerang, Surabaya, Aceh, Medan, Batam, Jambi, 

Padang and Yogyakarta. 

 

2.4  Organization Structure 

 The Operations Director is responsible for all operational activities at PT Kuda 

Laut Bengkalis, assisting the duties of the managing director, formulating strategies in 

achieving company targets and coordinating financial matters for company operations, 

supervising all employees and ensuring they carry out their duties as instructed, making 

activity reports to be given to the managing director. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 2.4 Organization Structure of PT. Bengkalis Kuda Laut 

Sources: HRD PT. Bengkalis Kuda Laut 

Figure 2.4 above is the organizational structure of PT Bengkalis Kuda Laut, in 

which there is a division led by the manager, Mrs. Volleyna. 

 

Coorporate Executive 

Secretary 

1. Surya Atmaja 

2. Novi Lorenza 

3. Vivilawani Marcellina 

4. Emanuel Efrat H 

 

President Director 

Peng Suyoto, B.Com 

Operation Director 

Utol Mex Riyanto 
General Manager 

Zen 

BDA Manager 

Volleyna 

Stock Manager 

Volleyna 

F&A Director 

Erlina 

HR Manager 

Volleyna 

 

Staff BDA 

1. Timmy Arditio 

2. Novi Lorenza 

Spv. Stock 

Suryanti 

Spv. HRD 

Machfuzi 
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2.5  The Working Process 

 In carrying out this practical work activity, the author was placed in 3 (three) 

sections, namely the Human Resouce Development, Business Development Administ

ration and Stock. The following are the duties and authorities of each of these sections: 

1.    Human Resouce Development 

       Granted the Authority and Responsinility to perfom the following tasks: 

 a.  Employee attendance recap 

 b.  Recap of driver operating expenses 

 c.  Check operational cost report 

 d.  Make Certificate (Internal memo, letter, SPD, loan letter, active work  

letter,resignation letter, warning letter, power of attorney, etc.) 

 e.  Make a sign of handover of employee clothes 

 f.   Recap the Eid leave of BKL employees 

 g.  Maintain the reception desk 

 h.  Recap employee late attendance 

 i.   Recap employee salary timesheet 

 j.   Recap of TIKI delivery receipt 

 k.  Make PKWT addendum for ramba project 

 l.   Directly contacting candidates who applied 

 m. Conduct psychological tests on candidates 

 n.  Input and print the candidate's psychological test results 

2.    Business Development Administration 

       Granted the Authority and Responsinility to perfom the following tasks: 

 a.  Make a fire extinguisher license letter 

 b.  Input BKL legality documents 

 c.  Recap of cooperation contract 

 d.  Archive of tender documents for 2024 

 e.  Make a cooperation statement letter 

 f.   Fill in the partner letter 
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 g.  Scan the vehicle rental agreement contract 

 h.  Check operational cost report 

 i.   Record vehicle registration renewal 

 j.   Recap vehicle photos of TPI unit 

 k.  Recap work experience list 

 l.   Post sales 

3.    Stock 

       Granted the Authority and Responsinility to perfom the following tasks: 

 a.  Grn in and out PO stock in BKL system 

 b.  Receive incoming goods for stock 

 c.  Check MR oil status in the system 

 d.  Recap PO store debt receipts 

 e.  Recap MR numbers for 2023 and 2024 

 

2.6 Document Used for Activity 

 In the implementation of practical work, there are several documents that are 

needed to complete the assigned work. These documents are as follows: 

1.   The BPTJ Login System 

 
Figure 2.4 The BPTJ Login System 

Source: Documentation, 2024 
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Figure 2.4 is a picture of the BPTJ login page which is used to manage 

Management Cards that cars that are rented out can be registered in applications 

such as online taxis, Maxim, Grab etc. 

 

2.    Make a Cooperation Statement Letter 

 
Figure 2.5 Make a Cooperation Statement Letter 

Source: Documentation, 2024 

 

Figure 2.5 is one of the making of a tender letter or statement of cooperation for 

the provision of light vehicle rental and labor between PT Bengkalis Kuda Laut 

and PT Pertamina Hulu Energi West Madura Offshore. 

 

3.   Employee Master Database 

 
Figure 2.6 Empolyee Master Database in Excel 

Source: Documentation, 2024 
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Figure 2.6 is the employee master database, all data about employees is recorded 

in excel. This file is kept as a handle before being entered into the BKL System. 

All new employees who join or resign will be recorded in this database. This is 

done to make it easier if there are parties who want to record employee data. 

 

4.   Recap of Daily Attendance of BKL Employees 

 
Figure 2.7 Recap of Daily Attendance of BKL Employess 

Source: Documentation, 2024 

 

Figure 2.7 is one of the activities every morning to recap the attendance of BKL 

employees, by pulling the attendance from the finger then recap in ms word. If an 

employee is absent or late, they will be contacted or confirmed immediately. 
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5.   Calculate the Late Attendance of BKL Employees 

 
Figure 2.8 Calculate the Late Attandance of BKL Employees in Excel 

Source: Documentation, 2024 

 

Figure 2.8 is a database of late absences calculated at the end of each monthly 

pay period, used to calculate employee salaries and allowances. 

 

6.   The Login BKL System 

 
Figure 2.9 The Login BKL System 

Source: Documentation, 2024 

 

Figure 2.9 is the BKL login system used by the author for Grn in and out of stock 

items in the company. In addition, this system also has many uses, such as 

inputting employee overtime, creating letter numbering, creating material request 

letters, creating payroll, attendance history and others. material requests, making 

payroll, attendance history and others. 
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7.    Recap of Pertamina Ramba's Salary Timesheet 

 
Figure 2.10 Recap of Pertamina Ramba’s Salary Timesheet 

Source: Documentation, 2024 

Figure 2.10 is a form of PT Bengkalis Kuda Laut's salary bill from Pertamina Ramba, 

this Timesheet is done at the end of each month or the end of the monthly salary period. 

This timesheet is done by the author and SPV HRD. Usually the time given to complete 

this timesheet is approximately a week before the salary date is issued. 
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CHAPTER 3 

SCOPE OF THE APPRENTICESHIP 

3.1  Job Description 

PT Bengkalis Kuda Laut where the author did practical work in the HRD admin 

section which is responsible for employee attendance, monthly tiki recap and input of 

operational cost reports. The HRD admin section carries out its duties in the office. In 

the HRD admin section, the author performs several tasks that have very useful 

knowledge and insights, some of these tasks are as follows: 

1. Employee attendance recap 

2. Recap of driver operating expenses 

3. Check operational cost report 

4. Make Certificate (Internal memo, letter, SPD, loan letter, active work  

letter,resignation letter, warning letter, power of attorney, etc.) 

5. Make a sign of handover of employee clothes 

6. Recap the Eid leave of BKL employees 

7. Maintain the reception desk 

8. Recap employee late attendance 

9. Recap employee salary timesheet 

10. Recap of TIKI delivery receipt 

11. Make PKWT addendum for ramba project 

12. Directly contacting candidates who applied 

13. Conduct psychological tests on candidates 

14. Input and print the candidate's psychological test results 
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3.2  Systems and Procedures 

 The systems and procedures used by PT. Bengkalis Kuda Laut are as follows: 

3.2.1 System 

 The system used by PT. Bengkalis Kuda Laut in its operational activities is an 

online and offline / manual system process. PT Bengkalis Kuda Laut is a company 

engaged in the rental and sale of light vehicles and heavy equipment located not only 

in one area, but spread across several regions. Apart from Pekanbaru, PT. Bengkalis 

Kuda Laut also has several car showrooms located in Jakarta, Jambi and Surabaya. In 

order for these separate areas to be interconnected, its operational activities in terms of 

data transmission, PT. Bengkalis Kuda Laut uses a special application for internet-

based companies. 

 The online system used in data processing at PT Bengkalis Kuda Laut is a 

personal company website that is used to store employee data, input employee salary 

data, and others. Data processing used by PT. Bengkalis Kuda Laut is generally done 

using Microsoft Excel. To provide data information and communication between 

offices using online media, especially Whatsapp. 

 Inventory is also carried out through the BKL website system, every incoming 

inventory will be inputted into the system and the goods to be used will also be issued 

through the website system. 

 

3.2.2 Procedures 

 Procedure is a sequence of work involving several people in one or more 

sections, which is arranged to ensure the same treatment of frequently occurring 

transactions. The description of procedures for several jobs carried out during the 

practical work activities at the Human Resources Development Division of PT 

Bengkalis Kuda Laut is as follows: 
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1. Employee Absence 

 PT Bengkalis Kuda Laut has several projects and showrooms outside 

Pekanbaru. The following is the attendance procedure of PT. Bengkalis Kuda Laut: 

 

 

 

 

  

 

 

Figure 3.1 Employee Absence 

Sources: Processed Data, 2024 

 

Figure 3.1 is the attendance procedure of PT Bengkalis Kuda Laut. For 

employees who are outside the city of Pekanbaru, the supervisor in charge of each 

location will send attendance in the form of photos that include employee attendance 

hours to the HRD admin. While employees who are in Pekanbaru, attendance is done 

by finger print and then extracted into an Excel file. If the attendance of all employees 

has been collected, the HRD admin will recap it into a word file which is then sent to 

the WhatsApp group.  

If there are obstacles, such as employees who are outside the city of Pekanbaru 

not sending their attendance, the admin will contact the employee directly via 

Whatsapp. And if there is no answer, the HRD admin immediately reports to the HRD 

Supervisor or Manager. 

 

 

 

 

 

Outside Pekanbaru 

Send Photo with 

Attendance Hours 

In Pekanbaru 

Clocking in via 
Fingerprint and Data 

Pull 

HR Admin 

Recap 

Attendance into 

Microsoft Word 

Send Timesheet 

to HRD 

Whatsapp 
Group 
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2. Check Operating Expense Report 

Checking the operational costs of PT Bengkalis Kuda Laut has several stages 

to be signed by the board of directors, as follows: 

 

 

  

  

 

  

 

 

 
Figure 3.2 Check Operating Expense Report 

Sources: Processed Data, 2024 

 

Figure 3.2 is the stage in checking operational costs, when checked by the HRD 

admin, the thing that must be considered is to see the nominal cost with the receipt 

listed. If it is correct, then check the nominal value that has been attached to the recap 

of operational costs. After checking everything and there are no problems, it will be 

initialed by the HRD manager to proceed to the superior. 

If there are problems such as the nominal is not the same as the receipt listed, 

then this process is not continued to the manager and will be questioned first to those 

who recap the receipt. 

 

3.3  Place of Apprenticeship 

 Internship work activities are carried out at PT. Bengkalis Kuda Laut, 

Pekanbaru, is positioned in the business development administration division for 4 

(four) months from February 01, 2024 to June 29, 2024. PT Bengkalis Kuda Laut is 

located at Jl. Imam Munandar No. 67, North Tengkerang, District. Bukit Raya, 

Receive 

Operating 

Expenses 

from the 

Relevant 

Person 

Checked by 

HRD admin 

Signed by 

HRD Manager 

Signed by 

Operational 

Directors 

Accepted and 

signed by the 

finance director 
Finish 
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Pekanbaru City, Riau 28126, Indonesia. The main office of PT. Bengkalis Kuda Laut 

is open Monday – Friday (08.00 WIB - 16.30 WIB) and Saturday (08.00 WIB - 11.30 

WIB). 

 

Table 3.1 Daily Activities from February 01, 2024 to February 03, 2024 

No Day/Date Description of Activities Task Assignor 

1. 

Thursday / February 

01, 2024 

1. Briefing with SPV 

2. Study important BKL documents and 

cooperation letters 

 

HR Manager 

2. 

Friday / February 02, 

2024 

1. Edit the APAR permit letter 

2. Scan, print the APAR permit letter 

3. Photocopy of house sales brochure 

4. Input to KP activities 

HR Manager 

3. 
Saturday / February 03, 

2024 

1. Training, Refreshing and Marketing 

(Showroom) 
HR Manager 

Source: Processed Data 2024 

Table 3.1 is the first week in February and the first week the author carried out 

the internship. This week is still in the process of being introduced to the division and 

company regulations of Bengkalis Kuda Laut and continued with working on several 

tasks, such as reading tender letter guidelines, making licensing letters and workshops. 

 

Table 3.2 Daily Activities from February 05, 2024 to February 10, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / February 05, 

2024 

1. Input the BKL legality document into 

Excel 

2. Input KP activities 

3. Post sales 

HR Manager 

2. 
Tuesday / February 06, 

2024 

1. Recap of the cooperation contract 

2. Input KP activities 

3. Post sales 

HR Manager 

3. 
Wednesday / February 

07, 2024 
OFF (SICK) HR Manager 

4. 
Thursday / February 

08, 2024 
OFF (ISRA MI'RAJ) HR Manager 

5. 
Friday / February 09, 

2024 
OFF (SICK) HR Manager 

6. 
Saturday / February 10, 

2024 
OFF (IMLEK) HR Manager 

Source: Processed Data, 2024 
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Table 3.2 is the second week in February, where the author carried out tasks, 

namely inputting BKL legality documents, recapitulating BKL contracts, posting sales 

on the marketplace. 

 

Table 3.3 Daily Activities from February 12, 2024 to February 17, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / February 12, 

2024 

1. Recap the vehicle rental contract 

2. Compile and tidy up the vehicle rental 

documents 

3. Photocopy of the letter 

4. Input to KP activities 

5. Post sales 

HR Manager 

2. 
Tuesday / February 13, 

2024 

1. Recap work experience list 

2. Buy ATK 

3. Archive of contract letters 

4. Input to KP activities 

5. Post sales 

HR Manager 

3. 
Wednesday / February 

14, 2024 
OFF (Election) HR Manager 

4. 
Thursday / February 

15, 2024 

1. Post the sale 

2. Recap of 2024 tender contracts 

3. Archive tender documents 

4. Post sales 

HR Manager 

5. 
Friday / February 16, 

2024 

1. Edit the document 

2. Recap document requirements 

3. Make a statement letter 

4. Archive of contract letters 

5. Post sales 

HR Manager 

6. 
Saturday / February 17, 

2024 

1. Become an open house committee 

member at Pak Peng Suyoto's house 
HR Manager 

Source: Processed Data 2024 

Table 3.3 is the third week in February where the tasks assigned are 

recapitulating rental contracts, photocopying rental agreement letters, recapitulating 

work experience lists, recapitulating document requirements, making statements, and 

posting sales in the marketplace. 

Table 3.4 Daily Activities from February 19, 2024 to February 24, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / February 19, 

2024 

1. Make a statement of vehicle supply 

services 

2. Make a statement of rental services 

3. Scan and photocopy the contract letter 

4. Fill out the partner letter document 

5. Edit excel data 

HR Manager 
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6. Input to KP activities 

7. Post sales 

2. 
Tuesday / February 20, 

2024 

1. Continue filling in the partner's 

documentation 

2. Tidy up the contract documents 

3. Archives of PTPN VI contract letters 

4. Input to KP activities 

5. Post sales 

HR Manager 

3. 
Wednesday / February 

21, 2024 

1. Recap HRD asset data 

2. Daffa's farewell event for the stock 

division 

3. Post sales 

HR Manager 

4. 
Thursday / February 

22, 2024 

1. Scan the vehicle rental agreement 

2. Continue to recap HRD asset data 

3. Recap of BDA asset data 

4. Scan the new employee's test result 

document 

5. Archive of contract letters 

6. Input to KP activities 

7. Post sales 

HR Manager 

5. 
Friday / February 23, 

2024 

1. Continue recapping BDA asset data 

2. Check the operational cost report 

3. Archive of contract offer letters 

4. Scan the vehicle rental agreement 

5. Input to KP activities 

6. Post sales 

HR Manager 

6. 
Saturday / February 24, 

2024 

1. Check the operational cost report 

2. Archive of contract documents 

3. Post sales 

HR Manager 

Source: Processed Data 2024 

In table 3.4 is the fourth week in February, the work given is making a statement 

of vehicle supply services, filling out partner letters, recapping asset data, scanning 

contract letters, checking BO reports, archive PTPN VI contract letters, posting sales 

on the marketplace. 

 

Table 3.5 Daily Activities from February 26, 2024 to February 29, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / February 26, 

2024 
OFF (PERMISSION) HR Manager 

2. 
Tuesday / February 27, 

2024 

1. Complete tender administration 

2. Stamp and scan the tender letter 

3. Check the operational cost report 

4. Scan the heavy equipment rental 

contract 

5. Post sales 

HR Manager 
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3. 
Wednesday / February 

28, 2024 

1. Check the tiki report 

2. Move the contract archive 

3. Document delivery recap (tiki) 

4. PO mrbkl (stock) report data 

5. Post sales 

HR Manager 

4. 
Thursday / February 

29, 2024 

1. Complete tender administration 

2. Check the operational cost report 

3. Post sales 

HR Manager 

Source: Processed Data 2024 

 

 In table 3.5, it is the fifth week in February, the work given is to complete the 

tender prequalification, the same as the previous week. 

 

Table 3.6 Daily Activities from March 01, 2024 to March 02, 2024 

No Day/Date Description of Activities Task Assignor 

1. Friday / March 01, 

2024 

1. Check the operational cost report 

2. Tender contract archive 

3. Scan the tender document 

4. Post sales 

 

2. Saturday / March 02, 

2024 

1. Product knowledge training 

(showroom) 

 

 

 In table 3.6 is the first week of March, the work given is archiving tender 

documents, checking operational costs and completing training events in the showroom. 

 

Table 3.7 Daily Activities from March 04, 2024 to March 09, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / March 04, 

2024 

1. Check the operational cost report 

2. Archive of vehicle rental contracts 

3. Post sales 

HR Manager 

2. 
Tuesday / March 05, 

2024 

1. Check the operational cost report 

2. Recap of BKL employee absences 

3. Check the operational cost report 

4. Recap Pak Yatno's receipt in Excel 

5. Post sales 

HR Manager 

3. 
Wednesday / March 06, 

2024 

1. Check the operational cost report 

2. Scan the heavy equipment rental 

contract 

3. Post sales 

HR Manager 

4. 
Thursday / March 07, 

2024 

1. Scan the rental price offer letter 

2. Recap of BKL employee attendance 

3. Post sales 

HR Manager 

5. 
Friday / March 08, 

2024 

1. Tender contract archive 

2. Scan the heavy equipment rental letter 

3. Record STNK renewal from the BKL 

system 

HR Manager 
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4. Post sales 

6. 
Saturday / March 09, 

2024 

1. Record STNK renewal from the BKL 

system 

2. Halal bi Halal event (welcoming the 

holy month of Ramadan) 

3. Post sales 

HR Manager 

Source: Processed Data 2024 

In table 3.7 is the second week in March, the work given is recapping employee 

absences, checking operational costs, recapping driver operational costs, recording 

STNK renewal data, and filling in halal bi halal events in the showroom. 

 

Table 3.8 Daily Activities from March 11, 2024 to March 16, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / March 11, 

2024 
OFF (NYEPI DAY) HR Manager 

2. 
Tuesday / March 12, 

2024 

1. Archives of additional letters for 

Jabodetabek transportation vehicles 

2. Recap of BKL employee attendance 

3. Scan the vehicle rental invoice 

4. Check the operational cost report 

5. Post sales 

HR Manager 

3. 
Wednesday / March 13, 

2024 

1. Recap the renewal of vehicle rental 

vehicle STNK 

2. Scan the notary's deed 

3. Scan the vehicle rental invoice 

4. Check the operational cost report 

HR Manager 

4. 
Thursday / March 14, 

2024 

1. Check the operational cost report 

2. Make a handover receipt for BKL 

employee clothes 

3. Make a tender statement 

4. Print and scan the BKL employee 

power of attorney letter 

5. Recap of BKL employees' Eid leave 

6. Recap of BKL employee attendance 

HR Manager 

5. 
Friday / March 15, 

2024 

1. Check and archive MR stock for the 

2022-2023 period 

2. Recap of BKL employees' Eid leave 

3. Scan the company's statement that it 

is not blacklisted 

4. Post sales 

HR Manager 

6. 
Saturday / March 16, 

2024 

1. Recap and archive of Eid leave for 

BKL employees per SBU 
HR Manager 

Source: Processed Data 2024 
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 In table 3.8 is the third week of March, the work given is recap of employee 

absences, make tender letters, react to renew STNK, check operational cost reports, 

print and scan employee power of attorney. 

 

Table 3.9 Daily Activities from March 18, 2024 to March 23, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / March 18, 

2024 

1. Check the operational cost report 

from HRD 

2. Complete the tender administration 

for PT Perkebunan Nusantara IV 

3. Check the operational cost report 

from the Jakarta office 

4. Recap of BKL employee attendance 

HR Manager 

2. 
Tuesday / March 19, 

2024 

1. Recap of IMA clothes 

2. Check the operational costs report for 

SBU Aerotrans Jakarta 

3. Recap of BKL employee attendance 

4. Archives of offer letters, contracts and 

tender documents 

5. Scan the PTPN IV tender statement 

HR Manager 

3. 
Wednesday / March 20, 

2024 

1. Check the operational cost report 

from HRD 

2. Check Aerotrans operational costs for 

the February period 

3. Recap of BKL employee attendance 

HR Manager 

4. 
Thursday / March 21, 

2024 

1. Recap of BKL employee attendance 

2. Notify the stock staff that goods have 

arrived 

3. Check the gift items that will be 

brought for the iftar together 

4. Recap late absences for BKL 

employees to calculate salaries 

HR Manager 

5. 
Friday / March 22, 

2024 

1. Manage the reception desk (during 

tgm) 

2. Record incoming documents from the 

courier 

3. Recap of BKL employee attendance 

4. Tidy up and archive new employee 

CV files 

5. Recap BM data report for all BKL 

vehicles 

HR Manager 

6. 
Saturday / March 23, 

2024 

1. OFF (SICK) 
HR Manager 

Source: Processed Data 2024 

 

 In table 3.9 is the fourth week of March, the work given is checking operational 

costs, recapping employee absences, scanning PTPN IV tender statements, maintaining 
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the reception desk, tidying up and archiving new employee CV files, and recapping 

BKL project vehicle BM data reports. 

 

Table 3.10 Daily Activities from March 25, 2024 to March 30, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / March 25, 

2024 

1. Recap BM data report for all BKL 

vehicles 

2. Check the report on operational costs 

for official travel, deposit receipts and 

BO TPI 

3. Fill in the absentee registration badge 

number for the iftar event with BKL 

4. Recap of BKL employee attendance 

HR Manager 

2. 
Tuesday / March 26, 

2024 

1. Check Aero's operational cost report 

2. Check the operational cost report for 

the March period 

3. Check the Jakarta office operational 

cost report 

4. Recap salary time sheet 

5. Share takjil in front of the showroom 

with IMA 

HR Manager 

3. 
Wednesday / March 27, 

2024 

1. Recap photo of TPI batch 4 vehicle 

units 

2. Recap of BKL employee attendance 

3. Archive HRD files and documents 

4. Check the operational cost report 

HR Manager 

4. 
Thursday / March 28, 

2024 

1. Recap photo of TPI batch 4 vehicle 

units 

2. Print the PT BENGKALIS KUDA 

LAUT company policy letter 

3. Recap tiki delivery 

4. Check operational costs from 

Tangerang Banten 

HR Manager 

5. 
Friday / March 29, 

2024 

OFF (GOOD FRIDAY) 
HR Manager 

6. 
Saturday / March 30, 

2024 

1. Recap photo of TPI batch 4 vehicle 

units 

2. Recap the driver's overtime parking 

receipt 

3. Recap of Eid and annual leave for 

BKL employees 

HR Manager 

Source: Processed Data 2024 

 

 In table 3.10 the fifth week of March, the author did the same work as in the 

previous week. 
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Table 3.11 Daily Activities from April 01, 2024 to April 06, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / April 01, 

2024 

1. Check operational costs 

2. Recap photos of TPI batch 4 vehicle 

units 

3. Recap BO PO stock division 

4. Recap of BKL employee attendance 

5. Recap the TIKI delivery receipt 

HR Manager 

2. 
Tuesday / April 02, 

2024 

1. Recap photo of TPI batch 4 vehicle 

units 

2. Recap of BKL employee attendance 

3. Check the operational cost report 

4. Recap the TIKI delivery receipt 

HR Manager 

3. 
Wednesday / April 03, 

2024 

1. Check the operational cost report 

2. Recap of BKL employee attendance 

3. Create a PKWT addendum to the 

ramba project 

4. Print and stick the ramba project 

addendum stamp 

HR Manager 

4. 
Thursday / April 04, 

2024 

1. Cross check the ramba project 

addendum 

2. Recap photos of TPI batch 4 vehicle 

units 

3. Check the operational cost report 

4. Recap of BKL employee attendance 

HR Manager 

5. Friday / April 05, 2024 

1. Recap photo of TPI batch 4 vehicle 

units 

2. Input additional vehicles in the 

mainoffice transportation system 

3. Recap of BKL employee attendance 

4. Recap the TIKI delivery receipt 

HR Manager 

6. 
Saturday / April 06, 

2024 

OFF 
HR Manager 

Sorce: Processed Data 2024 

 

 In table 3.11 the first week in April, just like before the author was given the 

same job as the previous week. 

 

 

Table 3.12 Daily Activities from April 08, 2024 to April 13, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / April 08, 

2024 

OFF (EID UL FITRI) 
HR Manager 

2. 
Tuesday / April 09, 

2024 

OFF (EID UL FITRI) 
HR Manager 

3. 
Wednesday / April 10, 

2024 

OFF (EID UL FITRI) 
HR Manager 

4. 
Thursday / April 11, 

2024 

OFF (EID UL FITRI) 
HR Manager 
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5. Friday / April 12, 2024 OFF (EID UL FITRI) HR Manager 

6. 
Saturday / April 13, 

2024 

OFF (EID UL FITRI) 
HR Manager 

Sorce: Processed Data 2024 

 

 In table 3.12 the second week of April, the author was allowed to take 1 week 

of Eid leave. 

 

Table 3.13 Daily Activities from April 15, 2024 to April 20, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / April 15, 

2024 

OFF (EID FITRI) 
HR Manager 

2. 
Tuesday / April 16, 

2024 

OFF (EID FITRI) 
HR Manager 

3. 
Wednesday / April 17, 

2024 

1. Recap photo of TPI batch 4 vehicle 

units 

2. Input additional vehicles in the 

mainoffice transportation system 

3. Check the TPI operational cost report 

for the period 21-31 March 2024 

4. Recap of BKL employee attendance 

5. Recap the TIKI delivery receipt 

6. Print the Ramba project official travel 

notice 

HR Manager 

4. 
Thursday / April 18, 

2024 

1. Recap of BKL employee attendance 

2. Check the operational cost report 

3. Recap the TIKI delivery receipt 

HR Manager 

5. Friday / April 19, 2024 

1. Recap of BKL employee attendance 

2. Recap the TIKI delivery receipt 

3. Print proof of official travel approval 

4. Archive of probationary employee 

assessment forms 

5. Recap the estimated departure flight 

ticket schedule for BKL employees 

HR Manager 

6. 
Saturday / April 20, 

2024 

1. Recap of BKL employee attendance 

2. Goro BKL office 
HR Manager 

Source: Processed Data 2024 

 

 In table 3.13, the third week of April, the author did work, namely recapitulating 

the estimated airplane ticket schedule, inputting the addition of vehicles in the 

mainoffice system, archiving trial employee appraisal forms. 
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3.14 Daily Activities from April 22, 2024 to April 27, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / April 22, 

2024 

1. Recap of BKL employee attendance 

2. Recap of late attendance 

3. Check the operational cost report 

4. TIKI Recap 

HR Manager 

2. 
Tuesday / April 23, 

2024 

1. Recap of BKL employee attendance 

2. Recap salary timesheet 

3. Check the BON deposit report 

HR Manager 

3. 
Wednesday / April 24, 

2024 

1. Recap of BKL employee attendance 

2. Take the interview form 

3. Recap of official travel BON 

4. Check the operational cost report 

HR Manager 

4. 
Thursday / April 25, 

2024 

1. Recap of BKL employee attendance 

2. Check updates to TPI batch 4 units 

3. Check the operational cost report 

4. Cross check your salary 

HR Manager 

5. Friday / April 26, 2024 OFF (SICK) HR Manager 

6. 
Saturday / April 27, 

2024 

1. Recap of BKL employee attendance 

2. Make a clothes handover receipt 
HR Manager 

Source: Processed Data 2024 

 

 In table 3.14, the fourth week of April, the author was assigned the tasks of 

recapitulating ramba salary timesheets, recapitulating official travel receipts and 

checking updates on batch 4 TPI units. In addition, the author was also assigned to take 

interview forms from candidates who had just conducted interviews with managers. 

 

Table 3.15 Daily Activities from April 29, 2024 to April 30, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / April 29, 

2024 

1. Make a clothes handover receipt 

2. Recap of BKL employee attendance 

3. Photocopy of vehicle documents 

4. Scan the new applicant's CV 

5. Check the operational cost report 

HR Manager 

2. 
Tuesday / April 30, 

2024 

1. Recap of BKL employee attendance 

2. Check the operational cost report 

3. Recap the TIKI delivery receipt 

HR Manager 

Source: Processed Data 2024 

 

 In Table 3.15, the fifth week of April, the author was assigned to make a sign 

of handover of BKL uniforms for teams outside Pekanbaru. The author was also 

assigned to photocopy vehicle documents, scan applicants' CVs and check operational 

expense reports. 
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Table 3.16 Daily Activities from May 01, 2024 to May 04, 2024 

No Day/Date Description of Activities Task Assignor 

1. Wednesday / May 01, 

2024 

INTERNATIONAL LABOR DAY OFF 
HR Manager 

2. 

Thursday / May 02, 

2024 

1. Input the psychological test results 

2. Recap new applicant's CV 

3. Recap of BKL employee attendance 

4. Check the operational cost report 

HR Manager 

3. 

Friday / May 03, 2024 

1. Recap of BKL employee attendance 

2. Contact new applicants for interviews 

3. Input and print the psychological test 

results from the online test 

4. Contact new candidates for interviews 

HR Manager 

4. 

Saturday/May 04, 2024 

1. Recap of BKL employee attendance 

2. Contact new applicants for interviews 

3. Input and print the psychological test 

results from the online test 

4. Contact new candidates for interviews 

HR Manager 

Source : Processed Data 2024 

 

In table 3.16, the first week of May, the author is assigned to contact candidates 

who apply to BKL and conduct psychological tests, input the results of psychological 

tests and contact candidates to conduct interviews with users. 

 

Table 3.17 Daily Activities from May 06, 2024 to May 08, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / May 06, 

2024 

1. Recap of BKL employee attendance 

2. Contact new applicants for interviews 

3. Print the psychological test results 

from the online test 

4. Contact new employees for interviews 

HR Manager 

2. 

Tuesday / May 07 , 

2024 

 

1. Recap of BKL employee attendance 

2. Contact new applicants for interviews 

3. Print the psychological test results 

from the online test 

4. Contact new employees for interviews 

5. Recap the application for official 

travel letters 

HR Manager 

3. 
Wednesday / May 08, 

2024 

1. Recap of BKL employee attendance 

2. Contact new applicants for interviews 

3. Print the psychological test results 

from the online test 

4. Contact new employees for interviews 

HR Manager 

4. 
Thursday May 09, 

2024 

OFF (ASCENSION OF ISA AL-

MASIH) 
HR Manager 

5. Friday / May 10, 2024 
1. Recap of BKL employee attendance 

2. Contact new applicants for interviews 
HR Manager 
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3. Print the psychological test results 

from the online test 

4. Contact new employees for interviews 

6. 
Saturday / May 11, 

2024 

OFF (SICK) 
HR Manager 

Source: Processed Data 2024 

 

In table 3.17, the second week of May, the author received the same assignment 

as the previous week. 

 

Table 3.18 Daily Activities from May 12, 2024 to May 17, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / May 13, 

2024 

1. Recap of BKL employee attendance 

2. Check the TPI Surabaya operational 

cost report 

3. Input and print the psychological test 

results from the online test 

4. Contact new candidates for interviews 

HR Manager 

2. 
Tuesday / May 14, 

2024 

1. Scan the vehicle rental Addendum 

2. Recap of BKL employee attendance 

3. Input and print the candidate's 

psychological test results 

4. Print the minutes of the BPJS visit 

5. Input new employee database 

HR Manager 

3. 
Wednesday / May 15, 

2024 

1. Recap of BKL employee attendance 

2. Input the new Bkl employee database 

3. Check the operational cost report 

4. Scan the offer letter 

5. Input and print the candidate's 

psychological test results 

6. BKL employee OL archives 

7. TIKI delivery recap 

HR Manager 

4. 
Thursday / May 16, 

2024 

1. Recap of BKL employee attendance 

2. Take Doc BO to the showroom 

3. Check the operational cost report 

4. Recap of KP submission 

5. Input and print the candidate's 

psychological test results 

HR Manager 

5. Friday / May 17, 2024 

1. Recap of BKL employee attendance 

2. Recap of KP submission 

3. Input and print the candidate's 

psychological test results 

4. Scan and archive the new employee's 

Offer Letter 

HR Manager 

6. 
Saturday / May 18, 

2024 

1. Recap of BKL employee attendance 

2. Recap of KP submission 

3. Input and print the candidate's 

psychological test results 

HR Manager 

Source: Processed Data 2024 
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In table 3.18, the third week of May, the author received the same tasks as the 

previous week, namely inputting and printing the results of the candidate psychotest, 

contacting applicants to take the psychotest, inputting the BKL employee database, 

archiving offering letter new employees, scanning addendums for vehicle leases, 

printing news of BPJS visits and the author was also assigned to deliver documents to 

be initialed by the HRD manager to the showroom. 

 

Table 3.19 Daily Activities from May 19, 2024 to May 24, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / May 20, 

2024 

1. Recap of BKL employee attendance 

2. Recap of KP submission 

3. Scan the new employee's Offer Letter 

4. Recap of Ramba contract addendum 

HR Manager 

2. 
Tuesday / May 21, 

2024 

1. Recap of BKL employee attendance 

2. Recap of KP submission 

3. Check the operational cost report 

4. Recap of ramba contract addendum 

stamps 

HR Manager 

3. 
Wednesday / May 22, 

2024 

1. Recap of BKL employee attendance 

2. Recap of KP submission 

3. Recap of ramba contract addendum 

4. Input and print the candidate's 

psychological test results 

5. Recap of late attendance for the 

period 22 April-21 May 

HR Manager 

4. 
Thursday / May 23, 

2024 

OFF (WAISAK HOLIDAY) 
HR Manager 

5. Friday / May 24, 2024 

1. Recap of BKL employee attendance 

2. Recap of KP submission 

3. Recap the salary timesheet 

4. Input and print the candidate's 

psychological test results 

5. Check the operational cost report 

HR Manager 

6. 
Saturday / May 25, 

2024 

1. Recap of BKL employee attendance 

2. Cross check the salary timesheet 
HR Manager 

Source: Processed Data 2024 

 

In table 3.19, the fourth week of May, the author was assigned to stamp the 

addendum to the ramba contract, recap the ramba salary timesheet, check the 

operational cost report and recap the late attendance of BKL employees for meal 

allowance calculation. 
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Table 3.20 Daily Activities from May 26, 2024 to June 02, 2024 

No Day/Date Description of Activities Task Assignor 

1. 
Monday / May 27, 

2024 

1. Recap of BKL employee attendance 

2. Input and print the candidate's 

psychological test results 

3. Make a certificate of not having a 

house (employee) 

4. Recap the fuel bill, Mr. Napitu 

HR Manager 

2. 
Tuesday / May 28, 

2024 

1. Recap of BKL employee attendance 

2. Recap the TIKI delivery receipt 

3. Input and print the candidate's 

psychological test results 

4. Contact candidates to take the 

psychological test 

HR Manager 

3. 
Wednesday / May 29, 

2024 

1. Check the operational cost report 

2. Recap of BKL employee attendance 

3. Input and print the candidate's 

psychological test results 

4. Recap candidate files and CV 

5. Recap of KP submission 

HR Manager 

4. 
Thursday / May 30, 

2024 

1. Recap of BKL employee attendance 

2. Input and print the candidate's 

psychological test results 

3. Contact candidates to conduct 

interviews 

4. Scan the candidate's psychological 

test results and CV for interview 

HR Manager 

5. Friday / May 31, 2024 

1. Recap of BKL employee attendance 

2. Recap the TIKI delivery receipt 

3. Recap of Ramba addendum contract 

4. Recap the initials of the names of PT 

BENGKALIS KUDA LAUT 

employees 

HR Manager 

6. Saturday/June 01, 2024 
PANCASILA'S BIRTH DAY 

 
HR Manager 

Source: Processed Data 2024 

 

In table 3.20, the fifth week of May, the author was assigned to make a 

certificate of not having a house for employees, recap employee attendance, recap fuel 

costs, input and print kandida psych test results and check operational cost reports. 

\ 
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Table 3.21 Daily Activities from June 03, 2024 to June 08, 2024 
No Day/Date Description of Activities Task Assignor 

1. Monday/June 03, 2024 

1. Recap of BKL employee attendance 

2. Check the operational cost report 

3. Input and print the candidate's 

psychological test results 

4. Recap new clothes come in mint color 

HR Manager 

2. 
Tuesday / June 04, 

2024 

1. Recap of BKL employee attendance 

2. Grn in and out PO stock 

3. Check the operational cost report 

HR Manager 

3. 
Wednesday / June 05, 

2024 

1. Recap of BKL employee attendance 

2. Grn in and out PO stock 
HR Manager 

4. 
Thursday / June 06, 

2024 

1. Grn in and out PO stock 
HR Manager 

5. Friday/June 07, 2024 
1. Grn in and out PO stock 

 
HR Manager 

6. Saturday/June 08, 2024 
1. Grn in and out PO stock 

2. Receive incoming goods for stock 
HR Manager 

Source: Processed Data 2024 

In table 3.21, the first week of June, the author was assigned to recap employee 

attendance, recap trial shirts, input and print psychotest results, grn in and out 600 PO 

stock, receive incoming stock items. 

  

Table 3.22 Daily Activities from June 10, 2024 to June 15, 2024 
No Day/Date Description of Activities Task Assignor 

1. Monday/June 10, 2024 1. Grn in and out PO stock HR Manager 

2. 
Tuesday / June 11, 

2024 

1. Grn in and out PO stock 
HR Manager 

3. 
Wednesday / June 12, 

2024 

1. Grn in and out PO stock 

2. Check the MR status of the oil in the 

system 

HR Manager 

4. 
Thursday / June 13, 

2024 

1. Grn in and out PO stock 

2. Check the operational cost report 
HR Manager 

5. Friday/June 14, 2024 

1. Grn in and out PO stock 

2. Recap PO receipt of shop debt 

3. Check the approval status and PO 

stock grn 

HR Manager 

6. Saturday/June 15, 2024 
1. Grn in and out PO stock 

2. Recap PO receipt of shop debt 
HR Manager 

Source: Processed Data 2024 

In table 3.22 for the second week of June, the author is still doing in and out 

600 stock POs, checking the status of MR oil in the system, checking operational cost 

reports, checking the status of approve stock POs and recapitulating store receipts. 
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Table 3.23 Daily Activities from June 17, 2024 to June 22, 2024 
No Day/Date Description of Activities Task Assignor 

1. Monday/June 17, 2024 OFF (ID UL ADHA HOLIDAY) HR Manager 

2. 
Tuesday / June 18, 

2024 

1. Grn in and out PO stock 

2. Check the operational cost report 
HR Manager 

3. 
Wednesday / June 19, 

2024 

1. Recap of extending PKWT from June 

to December 

2. Recap of MR PO stock in 2023 

HR Manager 

4. 
Thursday / June 20, 

2024 

1. Recap the salary timesheet 

2. Check the operational cost report 

3. Grn in and out PO stock 

HR Manager 

5. Friday/June 21, 2024 

1. Recap the salary timesheet 

2. Check the Ramba oil MR approval 

status 

3. Check the operational cost report 

HR Manager 

6. Saturday/June 22, 2024 OFF HR Manager 

Source: Processed Data 2024 

In table 3.23, the third week of June, the tasks given are still the same as the 

previous week, namely grn in and out PO stock. In addition, the author also recaps the 

extension of ramba's PKWT, recaps MR and PO stock in 2023, checks the status of 

approving ramba oil, recaps ramba's salary timesheet and checks the operational cost 

report. 

 

Table 3.24 Daily Activities from June 24, 2024 to June 29, 2024 
No Day/Date Description of Activities Task Assignor 

1. Monday/June 24, 2024 OFF HR Manager 

2. 
Tuesday / June 25, 

2024 

1. Recap of employee late attendance 

2. Recap shop debt receipt 

3. Grn out PO stock seat covers 

HR Manager 

3. 
Wednesday / June 26, 

2024 

1. Recap the TIKI delivery receipt 

2. Grn in and out stock of purchased 

goods 

3. Check the operational cost report 

HR Manager 

4. 
Thursday / June 27, 

2024 

1. Check the MR gear injection 

realeased status 

2. Check the operational cost report 

3. Recap the TIKI delivery receipt 

HR Manager 

5. Friday/June 28, 2024 

1. Grn in and out PO stock for dump 

truck projects 

2. Check the operational cost report 

HR Manager 

6. Saturday/June 29, 2024 

1. Make KP assessment form 

2. Recap of KP attendance as of June 

3. Grn in and out PO stock 

HR Manager 

Source: Processed Data 2024 
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In table 3.24 of the fourth week in June, the author was assigned to recap 

employee late attendance, recap store receipts, check out seat covers, recap TIKI 

delivery receipts, check the realeased status of MR gera injection, check in and out PO 

dumptruck stock, and check operational cost reports. And on the last day the author 

and the staff said goodbye to the interns. 

 

3.4  Obstacles and Solutions 

 The obstacles faced by the author during his practical work at PT Bengkalis 

Kuda Laut were First, there were not enough desks, the author moved to another desk 

several times. Second, the office network is sometimes difficult to connect to the 

computer and it is difficult for the author to send absences or to input data into the 

system and other jobs that require internet connection. Third, there is no personal 

Whatsapp for the HRD division that the author can use when contacting candidates. 

The author has to report to the internet technology department if the internet network 

has problems. Fourth, lack of awareness for attendance, especially if employees are 

absent from work, they are always late in giving news and the author can be late in 

sending absences to the HRD SPV. 

 The solution to overcome this problem, regarding internet network problems, 

the author must report more quickly to the internet technology division for network 

connection errors, sometimes the author also uses internet network hotspots from 

personal cellphones. The author gives advice to Spv. HRD to facilitate a special 

cellphone for employee attendance. Finally, for employees who are late to attend and 

have no news, the author immediately reports employees who are difficult to contact 

that they can be contacted directly by HRD or direct supervisors.  
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CHAPTER 4 

CONCLUSION AND SUGGESTION 

4.1  Conclusion 

 The author works at PT Bengkalis Kuda Laut, the author has achieved the 

objectives that have been formulated, namely the author has carried out various jobs in 

the Human Resources Development division, Business Development Administration 

and Stock given by the internship supervisor and was able to complete it well and 

quickly. The author gained a lot of new insights and knowledge when becoming an 

HRD Admin, knowledge that is very extraordinary because it is required to be able to 

manage human resources within the company. The author gained extraordinary 

experience for 5 months which will later be used when he is already in the world of 

work. In addition, the author is also required to be able to analyze problems, this will 

make the author more willing to take risks and be responsible for a job. 

 

4.2  Suggestions 

 After doing practical work at PT. Bengkalis Kuda Laut, there are several 

suggestions, namely: 

1.  To support the smooth running of work, computer facilities should be provided for 

students who carry out practical work. The author recommends this because at PT. 

Bengkalis Kuda Laut does not provide computers for interns, the work given does 

not go directly to the PT office computer. Bengkalis Sea Horse. This causes the 

assignment document that the author is working on to have to be sent again via WA. 

2.  To support online-based work, it is recommended to provide an internet network. 

Sometimes the internet network at PT. Bengkalis Kuda Laut experiences problems 

that sometimes the author has to use the author's personal hotspot. An unstable 
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network can cause work delays because most work is done using the internet. such 

as sending documents. 

3.  To support maximum work results, when companies give assignments that have 

great responsibility and high risk to interns, they must be supervised, guided and 

taught the steps. 
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APPENDICES 

Appendix 1: Internship Application Letter 
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Appendix 2: Apprenticeship Certificate 
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Appendix 3: List of Attendance
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Appendix 4: Company Appraisal Sheet 
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Appendix 5: Photo of The Author with Employees of PT. Bengkalis Kuda Laut 

          
          Figure 1 Photo with HR Manager                            Figure 2 Photo with HR Supervisor 

           Sources: Documentation (2024)                                Sources: Documentation (2024) 

 

           
             Figure 3 with Mentor BDA                                    Figure 4 with the Stock Team 

         Sources: Documentation (2024)                               Sources: Documentation (2024) 
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Figure 5 Monitoring Visit from Mr. Fuad 

Sources: Documentation (2024) 

 
Figure 6 Group Photo in Order to Open with the Division HRD, BDA and Stock 

Sources: Documentation (2024) 
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Figure 7 Open House Event Committee at Mr. Suyoto's House 

Sources: Documentation (2024) 

 

Figure 9 Photo with All Employees with Mr. Peng Suyoto and Mrs. Erlina at Open House 

Together with the entire BKL Group 

Sources: Documentation (2024) 
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Figure 10 Photo with Head Office Employees at the Intern Farewell Event 

Sources: Documentation (2024) 

 
Figure 11 Photo with Head Office Employees at Ferewell Birthday Senior Manager 

Mr. Dwi Suwito 

Sources: Documentation (2024) 
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Figure 11 Direction on Work Deadlines by HR Manager 

Sources: Documentation (2024) 

 
Figure 12 Photo of the Author at work 

Sources: Documentatiton (2024) 
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