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PREFACE

Praise and gratitude the author prays to Allah SWT, because of His blessings
and grace, the author was able to complete this Apprenticeship Report. The
Apprenticeship Report was carried out in order to fulfill one of the requirements to
complete the study in the D-IV International Business Administration Study Program
at State Polythecnic of Bengkalis. The author realizes thatwithout the help and
guidance of various parties, it is very difficult for the author to complete this
Apprenticeship Report. Therefore, the authors would like to thank to :

1. Mr. Johny Custer, ST., MT as Director of State Polytechnic of Bengkalis.
2. Mr. Armada S.T., MT as Deputy Director | State Polytechnic of Bengkalis.
3. Ms.  Yunelly Asra, SE., MM as the Head of Business

AdministrationDepartment at State Polytechnic of Bengkalis.

4. Mr. Hutomo Atman Maulana, S.Pd., M.Si as the Head of the International

Business Administration Study Program.

5. Mr. Teguh Widodo, S.Sos., M.SM. M.Rech as my Supervisor

6. All Lecturers especially the International Business Administration Study
Program.
7. Mr. Aris Soedirgo, Mr. Sigit Eko Pramono, and other staff employees who

work at PT. Prima Yudha Sari
8. To My Beloved Father, Mother and my Friends for their prayers and support.

During Apprenticeship in the PT. Prrima Yudha Sari, many lessons and
knowledge that the writer gained from employees in the office. Despite all that, the
writer also realized there are still many mistakes in the process of writing this report.
Therefore, we are happy to accept any suggestions or input and criticism from

readers. Hopefully this report is useful for all interested parties.



Bengkalis, August 2021

Author




TABLE OF CONTENTS

COVER oot e e I
VALIDATION FORM ..ottt i
PREFACE ... il
TABLE OF CONTENTS. ..ot iv
LIST OFFIGURES ...ttt vi
LIST OF TABLES ... vii
LIST OF ATTACHMENTS. .cttttutiiiiiinniineenniccesnricsensscssssscsssnscnns viii
CHAPTER | INTRODUCTION.....coiiiiiieiiie ettt 1
1.1. Background of the ApprentiCeship .......ccccvvervririiiieieii e 1
1.2. Purpose of the ApPrenticeship......cccooeierereriniisieieec e 2
1.3. Significances of the Apprenticeship .......ccccccevevieiiiiiciieiece e 2
CHAPTER Il GENERAL DESCRIPTION OF THE COMPANY. ................ 5
2.1, Company HiStOMY .......ccoiiiiiiiiiiieienie e 5
P V4 151 o] 0 = o 8 AV 1 E55S] o] RS 6
2.2.1 VISION ottt 6
2.2.2 IMISSION ..ottt bbb 7
2.3, Kind OF BUSINESS ......oiviiiiiiiiisiieiieie e 8
2.4, Organization SrUCTUIE ..........coviiiiiie et 8
2.5. The WOrKiNg PrOCESS........ccoviiiieiiiieiiese e 10
2.6. Document Used for ACtIVILY ........ccccocveveiieiiiie e 10
CHAPTER Il SCOPE OF THEAPPRENTICESHIP.......ccocooiiiiiiiien 11
3.1, JOD DESCIIPLION ...t 11

3.2. System and Procedure of the Apprenticeship........cccccocveniiinnnnnen 11



3.3. Place and Time of the Apprenticeship.......c.ccoovvvivrenc i, 15

3.3.1 Place of the ApprentiCeship .......c.ccocvvvieieieiiiceceee 15

3.3.2 Time of the Apprenticeship.........ccccovvereiienienniee e 15

3.4. Kind and Description of the ACtIVItY..........cccooveiiiiiiiiie e 16

3.5 Obstacle and SOIULION ........ccciiiiiiie e 24

3.5.1 ODSLACIE ....eveeeeeii e 24

3.5.2 SOIULION ... 24

CHAPTER IV CONCLUSION ..ottt 25
4.1, CONCIUSION ..ottt 25

4.2, SUQQESTION ....c.uiiiieiiiiesitite ettt ee ettt sttt nbe e aneenea 25



Figure 2.1
Figure 2.2
Figure 2.3
Figure 3.1
Figure 3.2

Figure 3.3

Figure 3.4
Figure 3.5
Figure 3.6

LIST OF FIGURES

PT Prima Yudha Sari OffiCe .......ccooeviiiiiiiiiee e 4
Organizational STFUCTUIE .........cccveveiieiiec e 6
Flowchart of the Recruitment ProCess .........ccccevvvvververesvesnennnnn 9
Make a Letter of Recommendation of Employees..........c..cccc....... 12
Laminating Sertifikat ..o 12

Inputting Member Data that Returns/KIM(Entery Permit

CAId) et 13
Create and Print DOCUMENTS. ... ...vieeeeeeee e 13
Archive Incoming Mail ... 14
SCAN DOCUMIEBNT . oo oottt et e e e et e e e e e e e e e eeen e e e e eeeeeennnnaeas 15



Table 3.1
Table 3.2

Table 3.3.

Table 3.4

Table 3.5

Table 3.6

Table 3.7

Table 3.8

Table 3.9

Table 3.10

Table 3.11

Table 3.12

Table 3.13

Table 3.14

LIST OF TABLES

Apprenticeship Schedule............ccooeiiiiiie
Apprenticeship Report 1st Week (One) Date 01 to 05
MaArCh 2021 ..o
Apprenticeship Report for the 2nd (two) Week of 08 to
12 MArch 2021 ..o
Apprenticeship Report for the 3rd (three) Week of 15 to
19 MArch 2021 ......ocuiiiiiiieieee s
Apprenticeship Report for the 4th (fourth) Week 0f22 to
26 MaArch 2021 ......cooiiiiiieeie et
Apprenticeship Report for the 5th (Five) Week of 29

March to 02 April 2021.........ccoeiiiiieese e
Apprenticeship Report for the 6th (Sixth) Week, 05 to 09
APIIT 2021 ..
Apprenticeship Report for the7th (Seven) Week 12 to 16
ADIT 2021 ..ttt
Apprenticeship Report for the 8th (Eighth) Week from
1910 23 APIil 2021 ..o
Apprenticeship Report for the 9th (nine) Week 25 to 30
APFITE 2021
Apprenticeship Report for the 10th (tenth) Week of 03 to
07 MAY 2021 ..ottt
Apprenticeship Report for the 11th (eleventh) Week 10
t0 14 MAY 2021 ...t
Apprenticeship Report for the 12th (twelfth) week of 17
10 2L MAY 2021 ...

Apprenticeship Report for the 13th (thirteenth) Week 24
10 28 MaAY 2021 ...



Table 3.15

Table 3.16

Table 3.17

Table 3.18

Table 3.19

Apprenticeship Report for the 14th (fourteenth) Week 31
May t0 04 JUNE 2021 ......cooiieiieiiiee e
Apprenticeship ReportWeek 15 (fifteenth) Date 07 to 11
JUNE 2021 ..
Apprenticeship Report 16th (sixteenth) Week 14 to 18
JUNE 2021 ..o
Apprenticeship Report for the 17th (seventeenth) week
OF 21 t0 25 JUNE 2021 ... s
Apprenticeship Report for the 18th (eighteenth) Week of
2810 30 JUNE 2021 .....oooiiieee e



LIST OF APPENDIXS

Appendixs 1 : Apprenticeship Certificat...........c.coocoevierirreeiiercieeeiee e, 27
Appendixs 2 : Rating from COMPANY ...........cccoueverereirieiereiieeee e 28
Appendixs 3 : Apprenticeship Reply LEHer.........ccccccvierivrieiieeicriieieeienans 29

Appendixs 4 : Farewell to a staff member of PT. Prima Yudha Sari.............. 30



	APPRENTICESHIP REPORT

 

PT. PRIMA YUDHA SARI
	VALIDATION SHEET
	PREFACE
	TABLE OF CONTENTS
	LIST OF FIGURES
	LIST OF TABLES
	LIST OF APPENDIXS

