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CHAPTER I 

INTRODUCTION 

 

1.1 Background of Apprenticeship  

An internship is a work placement with a company, agency or organization 

that aims to provide work experience as well as new skills, which can be useful 

for the future. Internship is also one of the main requirements to go through the 

graduation process. Internships are very important for students, because with 

internship students can get the occasion to know the dynamic of the world of work. 

A successful internship will build great achievements in the workplace. 

State Polytechnic of Bengkalis requires students to join an internship 

program in order to graduate. This program also ensures that students have 

adaptability, work ethic, and are responsible especially in the world of work. 

Including the English Department is one of the study programs in State 

Polytechnic of Bengkalis which requires students to do an internship. 

Apprenticeship program is one of the prerequisites before graduating. State 

Polytechnic of Bengkalis provides learning and training opportunities through this 

apprenticeship program to build professional skills in the field of science and 

technology for all students in State Polytechnic of Bengkalis. Therefore, the 

author chose and got the occasion to do an internship in Public Relations 

Department of State Polytechnic of Bengkalis. 

The internship has been conducted from December 7 to February 5, 2021 

as a Content Creator in Public Relations Department of General Section of State 

Polytechnic of Bengkalis. Choosing an internship in Public Relations Department 

of General Section of State Polytechnic of Bengkalis because of the duties offered 

by the Public Relations of State Polytechnic of Bengkalis related to courses in The 

Language Department. It's also because it relates to my final task which is 

included in the content creator field. Thus, the author can implement his 

communication skills and increase knowledge in the world of work. 
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1.2 Purpose of the Apprenticeship 

The purposes of the apprenticeship as follows: 

1. To know kinds of jobs done in The Public Relations Department of State 

Polytechnic of Bengkalis 

2. To know working procedures applied in The Public Relations of State 

Polytechnic of Bengkalis 

3. To know documents used in The Public Relations State Polytechnic of 

Bengkalis 

 

1.3 Significance of the Apprentices 

1.3.1     Significance for the Apprentices  

   Internships provide an opportunity to implement the knowledge 

that has been learned and gain new knowledge especially related to 

knowledge in the field of media and technology. Interns know how to talk 

to others (Public Speaking) and keep people interested. 

 1.3.2 Significance for the State Polytechnics of Bengkalis 

   Internships help Polytechnics to prepare and produce creative 

students who are ready to work in the field once they complete their 

studies. Therefore, internships help Polytechnics implement and organize 

their curriculum. 

1.3.3 Significance for the Company 

 The internship provides an opportunity for The Public Relations 

Department of Bengkalis State Polytechnic to help and sharpen the skills 

of students. In addition, it is easy for The Public Relations of State 

Polytechnic of Bengkalis to find and hire experienced employees because 

practical students have experience working in companies or institutions. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

 

2.1  Company History 

State Polytechnic of Bengkalis (Polbeng) is an educational institution as 

well as the only state polytechnic in Riau Province that has been established since 

2000. Currently, State Polytechnic of Bengkalis has Diploma III and Diploma IV 

programs. There are eight departments in State Polytechnic of Bengkalis. In early 

2000, the Government of Bengkalis Regency, through Gema Bahari Foundation 

established a college with the name of Bengkalis Shipping Polytechnic, which has 

3 (three) study programs, namely: Ship Electrical Engineering, Ship Building 

Engineering, and Ship Machinery Engineering. In its journey, Bengkalis Shipping 

Polytechnic changed its name to Bengkalis Polytechnic and under Yayasan 

Bangun Insani (YBI) Bengkalis, with 5 (five) study programs, namely: Shipping 

Engineering, Mechanical Engineering, Electrical Engineering, Civil Engineering, 

and Business Administration. 

Then in July 2001, Bengkalis Polytechnic received the first batch of new 

students. In 2006, Bengkalis Polytechnic added 2 (two) new study programs, 

namely Business English and Informatics Engineering. Furthermore, in early 2008 

Bengkalis Polytechnic requested support to YBI Bengkalis, Bengkalis district 

government and Bengkalis district representative council to propose the 

improvement of status from Private Universities (PTS) to State Universities 

(PTN). 

On February 9, 2011, Bengkalis Polytechnic together with YBI Bengkalis 

and Bengkalis District Government presented to the Minister of Administrative 

and Bureaucratic Reform to complete the feasibility of the study of State 

Polytechnic of Bengkalis.On July 29, 2011, Bengkalis Polytechnic officially 

became PTN under the name of State Polytechnic of Bengkalis through the 

Regulation of the Minister of National Education No. 28 of 2011 concerning the 

Establishment, Organization and Work Procedure of State Polytechnic of 
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Bengkalis. And on December 26, 2011, State Polytechnic of Bengkalis was 

inaugurated by the Minister of Education and Culture of the Republic of Indonesia. 

Then in 2013 State Polytechnic of Bengkalis added 2 new programs namely 

D4 (Mechanical Engineering production and Maintenance and Electrical 

Engineering) and 3 D2 programs (Welding Engineering, Power Plant System 

Engineering and Accounting Computer) which is a Study Program Outside 

Domicile (PDD). In 2014 and 2015, State Polytechnic of Bengkalis added 2 new 

programs, namely D4 (Road &Bridge Design Engineering) and D3 (Cruise, 

Engineering and management and trading ports). And in 2016 State Polytechnic 

of Bengkalis added several programs namely D4 (Software engineering, 

International Business Administration and Public Financial Accounting). 

And lastly, in 2020 State Polytechnic of Bengkalis added 3 new programs, 

namely D4 (English for Business and Professional Communication), D4 

(Shipping Architecture Engineering Technology) and D4 (Information System 

Security). 

In addition, there are many kinds of divisions at State Polytechnic of 

Bengkalis such as general, financial, planning, logistics and BAAK sections. Each 

division has its own functions and duties. The author feels very lucky because can 

get the opportunity to do an internship in the Public Relations Department of 

General Section of State Polytechnic of Bengkalis. Because Public Relations is 

one of the most important divisions in State Polytechnic of Bengkalis. Public 

Relations duties are closely related to the environment or society. So that Public 

Relations is often referred to as an information center. 

 

 



 

                  

 

2.2  Vision and Mission

2.2.1  Vision 

“The vision of

vocational college of national and international standard

2.2.2 Mission 

1. Carrying out the 

emotional balance and spiritual passion through a quality teaching and learning 

process. 

2. Producing graduates who are competent, 

entrepreneurial and environmental

3. Carrying out research in the framework of science and technology development 

and disseminating the results.

4. Carrying out community service through the use of science and technology to 

support the improvement of the quality of life.

5. Cultivating entrepreneurship and sustainable cooperation with domestic and 

foreign institutions. 

 

 

 

Figure 2.1 

State Polytechnic of Bengkalis 

on and Mission 

The vision of State Polytechnic of Bengkalis is to become a leading 

vocational college of national and international standard”. 

Carrying out the development of intellectual abilities, skills in their fields, 

emotional balance and spiritual passion through a quality teaching and learning 

Producing graduates who are competent, character fu

entrepreneurial and environmentally minded. 

Carrying out research in the framework of science and technology development 

and disseminating the results. 

Carrying out community service through the use of science and technology to 

support the improvement of the quality of life. 

Cultivating entrepreneurship and sustainable cooperation with domestic and 

5 

 

Bengkalis is to become a leading 

development of intellectual abilities, skills in their fields, 

emotional balance and spiritual passion through a quality teaching and learning 

character full, competitive, 

Carrying out research in the framework of science and technology development 

Carrying out community service through the use of science and technology to 

Cultivating entrepreneurship and sustainable cooperation with domestic and 
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2.3  Kinds of Business 

State Polytechnic of Bengkalis offers in terms of education and knowledge 

services. 

 

2.4 Organizational Structure  

There are several sections in State Polytechnic of Bengkalis such as 

general, financial, planning, logistics, and BAAK sections. The author gets the 

opportunity to implement his knowledge in the General Section, especially in the 

Public Relations Section of the State Polytechnic of Bengkalis. Organizational 

structure can be seen in the picture below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7 
 

ORGANIZATIONAL STRUCTURE  

IN GENERAL SECTION OF 

STATE POLYTECHNIC OF BENGKALIS 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

Figure 2.2 

Front Office Organizational Structure 
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The general section has a function to regulate the implementation of 

management tasks, administrative control and administration of staffing, 

leadership administration and other household affairs devices. In addition, the 

general section also has other divisions. Each division has its own duties and 

responsibilities. These are the description of each position: 

1. Head of general section 

The head of the general section is the person responsible for preparing 

policies, coordination, coaching, supervision and control over the 

implementation of the activities of each division. 

  

2. Public Relations 

Public Relation is one of the professions in an organization that plays a 

role to conduct interactions, relationships and cooperation with the 

surrounding community. In addition, the job of Public Relations is 

disseminating information related to the campus. 

  

3. Facilities and Infrastructure 

This division has a special task to take care of campus transportation. If 

there is staff or employees who want to use campus vehicles, then what 

provides is the division of facilities and infrastructure. 

 

4. Equipment 

Equipment division is the division responsible for all equipment on 

campus. Such as sound systems, white boards, projectors and others. If 

anyone wants to use the item, then the equipment division will prepare it. 

 

5. Household 

Household division is a division that is tasked to manage the activities of 

the administration of mailing, doubling, archival and services in the 

organizational environment. 

 

6. BMN and Inventories 

BMN and Supplies are one of the very important divisions in State 

Polytechnic of Bengkalis. Because this division has a big task that is to 

regulate the implementation of administrative services, protocol, archival, 

equipment, household, and manage campus assets. 
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7. Health Clinic 

Health Clinics is division that lead to the medical field. Because this 

division is related to drugs. The function of the division is to provide 

medicines, rest areas, and other medical equipment for students or staff 

who are sick or need help. 

 

8. Director’s Secretary 

The Secretary of the Director is the person who serves as the source of 

information for the leadership. In addition, the Secretary of the Director 

also has a responsibility to regulate the activities of the company, ranging 

from administration to Public Relations. 

 

2.5 Document Used for Activity 

 To manage the activities, there are several documents used by the general 

and public relations departments at the State Polytechnic of Bengkalis: 

1. Handover book 

2. Laptop or Computer 
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CHAPTER III 

SCOPE OF APPRENTICESHIP 

 

3.1  Job Description 

The internship started from December 7
th

, 2020 to February 5
th

, 2021 in The 

Public Relations Department of State Polytechnic of Bengkalis. The schedule 

starts at 08.00-12.00 then continued at 13.30-16.00 WIB.  

There are several main types of work during internships: 

1. Writing News 

2. Archiving News 

3. Archiving Polbeng Data 

4. Serving Guests Who Come to the Room 

5. Distributing Uniforms toEmployees of the State Polytechnic of 

Bengkalis 

 

3.2 Working Procedure 

1. Writing News  

 Writing news is an effort to convey information or news about an event 

or thing in written form. News is also a description of the latest facts or ideas that 

are true, interesting and important for everyone. And the most important task of 

public relations is to convey information about the campus to the campus 

community through written news or internet media. 

Usually after making news, Public Relations of State Polytechnic of Bengkalis 

uploads the news to the Polbeng website, namely polbeng.ac.id. But sometimes 

the news that is uploaded will be reposted by the web media that has been 

collaborating with The Public Relations Department of State Polytechnic of 

Bengkalis. They are mediakepri.com and mandiripos.com. It is intended that 

people outside the campus can find out information or the development of State 

Polytechnic of Bengkalis easily. 
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As for the steps that must be taken when writing news: 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.3 

The Process of Writing News 

 

    

Figure 2.4 

The Writing News 

Finding events 

and incidents to 

writing news  

Looking for news 

sources to 

interview 

Last uploading 

news to the web 

polbeng.ac.id 

Then continue 

writing news 

Conducting 

interviews 

Taking note of the 

essentials covering 

questions 5W + 1H 
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2. Archiving News  

In addition to writing news, there are also activities to archiving news. This 

activity is carried out once a month. There are 3 web sources taken in archiving 

news. The purpose of this activity is to find out how much news is reposted by 

mediakepri.com and mandiripos.com. Because The Public Relations Department 

of State Polytechnic of Bengkalis has been cooperating with them. There are three 

news sources that are archived:  

- News uploaded from mediakepri.com 

- News uploaded from mandiripos.com 

- News uploaded from polbeng.ac.id 

The steps in archiving the news: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Opening 

polbeng.ac.d 

web  Opening the web to go 

to (mediakepri.com or 

mandiripos.com) 

 

Then the news that has 

been searched on the web 

polbeng.ac.id matched 

with the news on the web 

Lastly put screenshot 

results and news links 

in microsoft word 

 

Screenshot the news 

Copying the link 

Searching for news 

posts from the 

beginning of the month 



 

Th

 

 

3. Archiving Polbeng D

Archival is the management of records of activity records or sources of 

information that have a value of usefulness in a regular and planned whether it is 

an archive created or received, so that it is easy to rediscover if needed. Archival 

system that is organized optimally will facilitate the activities and objectives of 

institutions, organizations, bodies and individuals.  Therefore, one of the 

important things in Public Relations 

This aims to facilitate the p

carrying out their respective work.

 

Figure 2.5 

The Process of Archiving Data From polbeng.ac.id 

 

Figure 2.6 

The Archiving Data from mandiripos.com 

Polbeng Data 

Archival is the management of records of activity records or sources of 

information that have a value of usefulness in a regular and planned whether it is 

an archive created or received, so that it is easy to rediscover if needed. Archival 

rganized optimally will facilitate the activities and objectives of 

institutions, organizations, bodies and individuals.  Therefore, one of the 

important things in Public Relations Department is the activity of archiving data. 

This aims to facilitate the performance of the Public Relations D

carrying out their respective work. 
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Archival is the management of records of activity records or sources of 

information that have a value of usefulness in a regular and planned whether it is 

an archive created or received, so that it is easy to rediscover if needed. Archival 

rganized optimally will facilitate the activities and objectives of 

institutions, organizations, bodies and individuals.  Therefore, one of the 

is the activity of archiving data. 

erformance of the Public Relations Department in 
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The following are the steps to archiving data: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.7 

The Archiving Dormitory Data 

 

Examining the marks on 

the disposition sheet 

whether the letter should 

be saved 

Separating letters 

according to their 

respective sections 

Saving mail to a folder Lastly organizing the 

archive well according to 

system used 

Then indexing or coding 

the letter 



 

Figure 2.8

4. Serving Guests W

Usually every day there are always guests who come to the room for 

certain purposes. And it should have been well served and friendly. The 

purpose of this is to facilitate the purpose of guests.

Steps to receiving or serving

 

 

 

 

 

 

 

 

 

5. Handling Out Uniforms to E

In addition to serving guests and disseminati

Relations os State Polytechnic of Bengkalis 

of everything related to the needs of employees. One of them is to take care 

of the distribution of 

employees can take their uniforms.

Accept and allow guest 

to sit down 

If the guest wants to meet 

with one of the staff in 

the room, then direct the 

guest to the person 

 

Figure 2.8 The Result of Archiving Data Cooperation 

 

Serving Guests Who Come to the Room 

Usually every day there are always guests who come to the room for 

certain purposes. And it should have been well served and friendly. The 

purpose of this is to facilitate the purpose of guests. 

receiving or serving guests: 

ing Out Uniforms to Employees 

In addition to serving guests and disseminating information, Public 

os State Polytechnic of Bengkalis  is also in charge of taking care 

of everything related to the needs of employees. One of them is to take care 

of the distribution of uniforms for polbeng employees. When prepared, 

employees can take their uniforms. 

Accept and allow guest 

If the guest wants to meet 

with one of the staff in 

the room, then direct the 

guest to the person  

Asking guests for what 

purpose 

 

Lastly do not forget to 

smile to the guest, in 

order to maintain the 
image of the agency 
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Usually every day there are always guests who come to the room for 

certain purposes. And it should have been well served and friendly. The 

ng information, Public 

is also in charge of taking care 

of everything related to the needs of employees. One of them is to take care 

When prepared, 
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As for the steps in serving employees to taking uniforms: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Figure 2.9 

Handover Letter 
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Last taking a picture of 
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letter 

Then finding the 

uniform as requested 



17 
 

3.2.1 Place of Apprenticeship  

Internship starts from December 7
th

, 2020 to February 5
th

, 2021. It was done in 

The Public Relations Department of The State Polytechnic of Bengkalis as a news 

content creator. 

 

3.2.2 Kind and Description of the Activity 

Daily activities at The State Polytechnic of Bengkalis can be seen in the 

table below: 
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Table 3.1 

Agenda of Activities of the First Week of December 

(December 7
th

 – 13
th

, 2020) 

 

No Day/Date Activity Place 

1 Monday, 

December 7
th

, 2020 

1. Writing news about the 

language department 

workshop 

 

General Section 

Room 

2 Tuesday, 

December 8
th

, 2020 

1. Writing news about 

ambassador election 

campus of the State 

Polytechnic of Bengkalis 

2. Attending the campus 

ambassador election event 

3. Serving the distribution of 

uniforms for Polbeng staff 

 

General Section 

Room 

 

 

State Polytechnic 

of Bengkalis 

General Section 

Room 

3 Wednesday, 

December 9
th

, 2020 

 

1. Filling the bookkeeping of 

the public relations 

department in 2020 

2. Serving the distribution of 

uniforms for Polbeng staff 

 

General Section 

Room 

 

General Section 

Room 

4 Thursday, 

December 10
th

, 2020 

1. Archiving news for 

November 2020 in 

Mediakepri.com 

2. Serving the distribution of 

uniforms for Polbeng staff 

 

General Section 

Room 

 

General Section 

Room 

5 Friday, 

December 11
th

, 2020 

1. Archiving news for 

October 2020 in 

Mediakepri.com 

 

General Section 

Room 

6 Saturday, 

December 12
th

, 2020 

OFF - 

7 Sunday, 

December 13
th

, 2020 

OFF - 
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Table 3.2 

Agenda of Activities of the First Week of December 

(December 14
th

 – 20
th

, 2020) 

 

No Day/Date Activity Place 

1 Monday, 

December 14
th

, 2020 

1. Archiving news for 

December 2020 in 

mediakepri.com 

 

General Section 

Room 

2 Tuesday, 

December 15
th

, 2020 

1. Archiving news for 

October, November and 

December 2020 in 

mandiripos.com 

 

General Section 

Room 

3 Wednesday, 

December 16
th

, 2020 

1. Packing souvenirs Finance 

department 

 

4 Thursday, 

December 17
th

, 2020 

 

1. Archiving news for 

November and December 

2020 in polbeng.ac.id 

General Section 

Room 

5 Friday, 

December 18
th

, 2020 

1. Writing news about 

Polbeng students 

General Section 

Room 

6 Saturday, 

December 19
th

, 2020 

 

OFF - 

7 Sunday, 

December 20
th

, 2020 

 

OFF - 
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Table 3.3 

Agenda of Activities of the First Week of December 

(December 21
st
– 27

th
, 2020) 

 

No Day/Date Activity Place 

1 Monday, 

December 21
st
, 2020 

1. Attending journalistic 

training seminars 

 

2. Writing news about 

journalism training in 

State Polytechnic of 

Bengkalis 

 

Hall of State 

Polytechnic of 

Bengkalis 

General Section 

Room 

2 Tuesday, 

December 22
th

, 2020 

1. Archiving news on 

polbeng.ac.id 

General Section 

Room 

3 Wednesday, 

December 23
th

, 2020 

1. Calculating the Polbeng 

calendars 

2. Distributing Polbeng 

calendars to each 

department 

 

General Section 

Room 

Offices in 

Bengkalis 

4 Thursday, 

December 24
th

, 2020 

 

1. Archiving Polbeng 

cooperation data 

Work from Home 

5 Friday, 

December 25
th

, 2020 

 

1. Making news about 

Polbeng students 

Work from Home 

6 Saturday, 

December 26
th

, 2020 

 

OFF - 

7 Sunday, 

December 27
th

, 2020  

 

OFF - 
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Table 3.4 

Agenda of Activities of the First Week of December 

(December 28
th

 – 3
rd

, 2021) 

 

No Day/Date Activity Place 

1 Monday, 

December 28
th

, 2020 

1.  Archiving news on 

polbeng.ac.id 

Work from Home 

2 Tuesday, 

December 29
th

, 2020 

1. Making label for calendars Work from Home 

3 

 

 

Wednesday, 

December 30
th

, 2020 

1. Making a company name 

label in Microsoft word 

Work from Home 

4 

 

 

Thursday, 

December 31
st
, 2020 

1. Archiving Polbeng data Work from Home 

5 

 

 

Friday, 

January 1
st
, 2021 

1. Typing brochure Work from Home 

6 

 

 

Saturday, 

January 2
nd

, 2021 

OFF - 

7 

 

 

Sunday, 

January 3
rd

, 2021 

OFF - 
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Table 3.5 

Agenda of Activities of the First Week of January 

(January 4
th

 – 10
th

, 2021) 

 

No Day/Date Activity Place 

1 Monday, 

January 4
th

, 2021 

1. Transferring assets from 

Polbeng to AKN 

 

2. Writing news about 

English student winning 

third place in vocal 

competition 

 

AKN building of 

State Polytechnic 

of Bengkalis 

General Section 

Room 

2 Tuesday, 

January 05
th

, 2021 

1. Distributing calendars for 

Polbeng staffs 

General Section 

Room 

3 Wednesday, 

January 06
th

, 2021 

1. Archiving data on 

cooperation between  

companies and State 

Polytechnic of Bengkalis 

 

General Section 

Room 

4 Thursday, 

January 07
th

, 2021 

 

1. Printing labels for 

calendar 

 

2. Packing calendars to be 

sent to the company 

 

General Section 

Room 

General Section 

Room 

5 Friday, 

January 08
th

, 2021 

 

1. Packing calendars to be 

sent to the company 

2. Scanning BPKB of 

Polbeng vehicles 

 

General Section 

Room 

General Section 

Room 

6 Saturday, 

January 09
th

, 2021 

OFF - 

7 Sunday, 

January 10
th

, 2021 

OFF - 
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Table 3.6 

Agenda of Activities of the First Week of January 

(January 11
th

 – 17
th

, 2021) 

 

No Day/Date Activity Place 

1 Monday, 

January 11
th

, 2021 

 

1. Serving students who 

returning graduation 

uniforms 

2. Packing calendars to be 

sent to the company 

3. Making a company name 

label in Microsoft word 

 

General Section 

Room 

 

General Section 

Room 

General Section 

Room 

2 Tuesday, 

January 12
th

, 2021 

1. Distributing Polbeng 

calendars to each 

department 

General Section 

Room 

3 Wednesday, 

January 13
th

, 2021 

1. Packing uniforms for 

employees 

2. Serving employees who 

take uniforms 

 

General Section 

Room 

General Section 

Room 

4 Thursday, 

January 14
th

, 2021 

1. Serving employees who 

take uniforms 

General Section 

Room 

5 Friday, 

January 15
th

, 2021 

1. Archiving Polbeng data General Section 

Room 

6 Saturday, 

January 16
th

, 2021 

OFF - 

7 Sunday, 

January 17
th

, 2021 

OFF - 
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Table 3.7 

Agenda of Activities of the First Week of January 

(January 18
th

 – 24
th

, 2021) 

 

No Day/Date Activity Place 

1 Monday, 

January 18
th

, 2021 

1. Printing labels for 

calendar 

 

2. Packing calendars 

General Section 

Room 

General Section 

Room 

2 Tuesday, 

January 19
th

, 2021 

1. Archiving students 

dormitory data Polbeng 

General Section 

Room 

3 Wednesday, 

January 20
th

, 2021 

 

OFF - 

4 Thursday, 

January 21
st
, 2021 

1. Archiving Polbeng 

cooperation data in 2020 

General Section 

Room 

5 Friday, 

January 22
nd

, 2021 

 

1. Recap of expense data Work from Home 

6 Saturday, 

January 23
rd

, 2021 

 

OFF - 

7 Sunday, 

January 24
th

, 2021 

 

OFF - 
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Table 3.8 

Agenda of Activities of the First Week of January 

(January 25
th

 – 31
th

, 2021) 

 

No Day/Date Activity Place 

1 Monday, 

January 25
th

, 2021 

1. Packing calendars 

 

2. Sharing calendars to 

offices 

General Section 

Room 

Offices in 

Bengkalis 

2 Tuesday, 

January 26
th

, 2021 

1. Typing a brochure in 

Microsoft word 

2. Archiving of expense data 

 

3. Writing news about the 

MoU 

General Section 

Room 

General Section 

Room 

General Section 

Room 

3 Wednesday, 

January 27
th

, 2021 

1. Conducting interviews on 

MoU activities 

2. Writing news MoU 

Polbeng and Pekanbaru 

National Library 

 

General Section 

Room 

General Section 

Room 

4 Thursday, 

January 28
th

, 2021 

 

1. Archiving Polbeng data Work from Home 

5 Friday, 

January 29
th

, 2021 

 

1. Making news abput 

students 

Work from Home 

6 Saturday, 

January 30
th

, 2021 

 

OFF - 

7 Sunday, 

January 31
st
, 2021 

 

OFF - 
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Table 3.9 

Agenda of Activities of the First Week of February 

(February 1
st
 – 7

th
, 2021) 

 

No Day/Date Activity Place 

1 Monday, 

February 1
st
, 2021 

1. Guidance with an intern 

supervisor discussing the 

material during the 

internship 

2. Serving Polbeng alumni 

return graduation uniforms 

3. Writing a letter 

General Section 

Room 

 

 

General Section 

Room 

General Section 

Room 

 

2 Tuesday, 

February 2
nd

, 2021 

1. Serving Polbeng alumni 

return graduation uniforms 

2. Packing gift sets for new 

students 

General Section 

Room 

Finance 

department 

 

3 Wednesday, 

February 3
rd

, 2021 

1. Serving Polbeng alumni 

return graduation uniforms 

General Section 

Room 

4 Thursday, 

February 4
th

, 2021 

1. Serving Polbeng alumni 

return graduation uniforms 

General Section 

Room 

5 Friday, 

February 5
th

, 2021 

1. Serving Polbeng alumni 

return graduation uniforms 

General Section 

Room 

6 Saturday, 

 

February 6
th

, 2021 

 

OFF - 

7 Sunday, 

February 7
th

, 2021 

 

OFF - 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

4.1 Conclusion 

 After doing an internship in the Public Relations Section of the State 

Polytechnic of Bengkalis, there are several conclusions as follows: 

1. There are several types of work carried out during the internship, such as 

covering news, writing news, archiving news, archiving Polbeng data, 

serving people who come to the room, assisting in making videos and also 

photography. 

2. The work procedure is based on the Bengkalis State Polytechnic Standard 

Operating Procedure (SOP) 

3. The documents used during the internship are usually a letter of 

handover of goods and laptop or computer. 

 

4.2 Suggestion 

4.2.1 Suggestion for the Public Relation of State Polytechnic of Bengkalis 

1. More attention should be paid to the safety of working hours 

2. Good service must be maintained 

4.2.2 Suggestion for State Polytechnic of Bengkalis 

1. Improving the quality of lecturers must be maintained 

2. Supervision of any part or field on campus should be given more 

attention 
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APENDIX A 

HANDOVER AND LAPTOP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APENDIX B 

THE PROCESS OF WRITING NEWS 

29 
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APENDIX C 

THE PROCESS OF SHARING CALENDARS  
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APENDIX D 

PACKING UNIFORMS FOR EMPLOYEES  
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APENDIX E 

PACKING SOUVENIRS 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Monday 

Date : December 7
th

, 2020 

 

No Job Description Supervisor Signature 

1 Make news about the language 

department workshop 

Rahmad  

Akmal, S.E 

 

 Note: keep spirit!! 

 

  

 

Picture Information 

 

 
 

 

Workshop Language 

Department 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Tuesday 

Date : December 8
th

, 2020 

 

No Job Description Supervisor Signature 

1 Make news about ambassador 

election campus of the State 

Polytechnic of Bengkalis  
Rahmad 

Akmal, S.E 

 

2 Attend the campus ambassador 

election event 

3 Serving the distribution of 

uniforms for Polbeng staff 

 Note : Good!! 

 

  

 

Picture Information 

 

 

 

the process of making news 

about campus ambassadors  
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Wednesday  

Date : December 9
th

, 2020 

 

No Job Description Supervisor Signature 

1 Filling the bookkeeping of the 

public relations department in 

2020 
Rahmad 

Akmal, S.E 

 

2 Serving the distribution of 

uniforms for Polbeng staff  

 Note : Nice! 

 

  

 

Picture Information 

 

 
 

 

Data recap process 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Thursday  

Date : December 10
th

, 2020 

 

No Job Description Supervisor Signature 

1 Archiving news for November 

2020 in Mediakepri.com Rahmad 

Akmal, S.E 

 

2  Serving the distribution of 

uniforms for Polbeng staff 

 Note : Keep spirit!! 

 

  

 

Picture Information 

 

 
 

 

The process of archiving 

the November news in 

mediakepri.com 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Friday  

Date : December 11
th

, 2020 

 

No Job Description Supervisor Signature 

1 Archiving news for October 

2020 in Mediakepri.com 

Rahmad  

Akmal, S.E 

 

 Note: Good job! 

 

  

 

Picture Information 

 

 
 

 

The process of archiving 

the October news in 

mediakepri.com 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Monday 

Date : December 14
th

, 2020 

 

No Job Description Supervisor Signature 

1 Archiving news for December 

2020 in mediakepri.com  

Rahmad  

Akmal, S.E 

 

 Note: Always happy! 

 

  

 

Picture Information 

 

 
 

 

The process of archiving 

the December news in 

mediakepri.com 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Tuesday  

Date : December 15
th

, 2020 

 

No Job Description Supervisor Signature 

1 Archiving news for October, 

November and December 2020 

in mandiripos.com 

Rahmad  

Akmal, S.E 

 

 Note: Keep smiling!  

 

 

 

Picture Information 

 

 
 

 

The process of archiving 

the October, November 

and December  news in 

mandiripos.com 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Wednesday  

Date : December 16
th

, 2020 

 

No Job Description Supervisor Signature 

1 Packing souvenirs Rahmad  

Akmal, S.E 

 

 Note: Great!! 

 

  

 

Picture Information 

 

 
 

 

Souvenir packing process 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Thursday  

Date : December 17
th

, 2020 

 

No Job Description Supervisor Signature 

1 Archiving news for November 

and December 2020 in 

polbeng.ac.id 

Rahmad  

Akmal, S.E 

 

 Note: Enjoy your job! 

 

  

 

Picture Information 

 

 
 

 

The process of archiving 

the November and 

December news in 

polbeng.ac.id 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Friday  

Date : December 18
th

, 2020 

 

No Job Description Supervisor Signature 

1 Making news about Polbeng 

students 

Rahmad  

Akmal, S.E 

 

 Note : Nice!! 

 

  

 

Picture Information 

 

 
 

 

The process of creating 

news 

 

 

 

 

 

 

 

 



 

 

Day : Monday 

Date : December 21

 

No Job Description

1 Attend journalistic training 

seminars 

2 Make news about journalism 

training in State Polytechnic of 

Bengkalis 

 Note : Nice!! 

 

 

 

 

 

 

 

DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

December 21
th

, 2020 

Job Description Supervisor 

Attend journalistic training  

Make news about journalism 

training in State Polytechnic of 

   

Picture Information

 

 

The process of making 

news about journalistic 

training 
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Signature 

 

Information 

The process of making 

news about journalistic 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Tuesday  

Date : December 22
th

, 2020 

 

No Job Description Supervisor Signature 

1 Archive news on polbeng.ac.id Rahmad  

Akmal, S.E 

 

 

 

Note: Amazing!   

 

Picture Information 

 

 
 

 

process of archiving 

Polbeng news 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Wednesday  

Date : December 23
th

, 2020 

 

No Job Description Supervisor Signature 

1 Calculate the Polbeng calendars 
Rahmad 

Akmal, S.E 

 

2 Distributing Polbeng calendars 

to each department 

 Note : Hope you enjoy your 

job!! 

 

  

 

Picture Information 

 

 
 

 

Calendars counting 

process 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Monday 

Date : January 04
th

, 2020 

 

No Job Description Supervisor Signature 

1 Transfer assets from Polbeng to 

AKN 
Rahmad 

Akmal, S.E 

 

2 Made news about English 

student winning third place in 

vocal competition 

 Note : Always have fun! 

 

  

 

Picture Information 

 

 
 

 

The process of making 

news about students 

majoring in languages who 

successfully participated in 

the competition 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Tuesday  

Date : January 05
th

, 2020 

 

No Job Description Supervisor Signature 

1 Distributing calendars for 

Polbeng staffs 

Rahmad  

Akmal, S.E 

 

 Note : Great job.. 

 

  

 

Picture Information 

 

 
 

 

The process of sharing 

calendars with employees 

 

 

 

 

 

 

 



 

 

Day : Wednesday 

Date : January 06
th

, 2020

 

No Job Description

1 Archiving data on cooperation 

between  companies and State 

Polytechnic of Bengkalis

 Note: Great work!

 

 

 

 

 

 

 

DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

Wednesday  

, 2020 

Job Description Supervisor 

Archiving data on cooperation 

between  companies and State 

Polytechnic of Bengkalis 

Rahmad 

Akmal, S.E 

Great work!   

Picture Information

 

 

The process of archiving 

data cooperation between 

polbeng and the company
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Signature 

 

Information 

The process of archiving 

data cooperation between 

polbeng and the company 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Thursday 

Date : January 07
th

, 2020 

 

No Job Description Supervisor Signature 

1 Print labels for calendar 
Rahmad 

Akmal, S.E 

 

2 Packing calendars to be sent to 

the company 

 Note : Wonderful! 

 

  

 

Picture Information 

 

 
 

 

The process of packing the 

calendars 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Friday  

Date : January 08
th

, 2020 

 

No Job Description Supervisor Signature 

1 Packing calendars to be sent to 

the company 
Rahmad 

Akmal, S.E 

 

2 Scan BPKB of Polbeng vehicles 

 Note : Be patient.. 

 

  

 

Picture Information 

 

 
 

 

The process of acking 

calendars 

 

 

 

 

 

 

 

 



 

 

Day : Monday 

Date : January 11
th

, 2020

 

No Job Description

1 Serving students who returning 

graduation uniforms

2 Packing calendars to be sent to 

the company  

3 Make a company name label 

Microsoft word

 Note : Great! 

 

 

 

 

 

DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

, 2020 

Job Description Supervisor 

Serving students who returning 

graduation uniforms 

Rahmad 

Akmal, S.E 

Packing calendars to be sent to 

 

Make a company name label in 

Microsoft word 

   

Picture Information

 

 

The process of creating 

labels for a calendar
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Signature 

 

Information 

The process of creating 

labels for a calendars 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Tuesday 

Date : January 12
th

, 2020 

 

No Job Description Supervisor Signature 

1 Distributing Polbeng calenders 

to each department 

Rahmad  

Akmal, S.E 

 

 Note: Wonderful! 

 

  

   

Picture Information 

 

 
 

 

The process of serving 

employees to retrieve 

calendars 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Wednesday  

Date : January 13
th

, 2020 

 

No Job Description Supervisor Signature 

1 Packing uniforms for employees 
Rahmad 

Akmal, S.E 

 

2 Serving employees who take 

uniforms 

 Note : Keep spirit and be 

patient! 

 

  

 

Picture Information 

 

 
 

 

the process of packing 

uniforms for employees 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Thursday  

Date : January 14
th

, 2020 

 

No Job Description Supervisor Signature 

1 Serving employees who take 

uniforms 

Rahmad  

Akmal, S.E 

 

 Note: Outstanding! 

 

  

 

Picture Information 

 

            
     

 

The process of serving employees to 

pick up uniforms 

 

 

 

 

 

 



 

 

Day : Friday  

Date : January 15
th

, 2020

 

No Job Description

1 Archive polbeng data

 Note : Keep up the great work!

 

 

 

 

 

 

 

 

 

DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

, 2020 

Job Description Supervisor 

Archive polbeng data Rahmad  

Akmal, S.E 

Keep up the great work!   

Picture Information

 

 

The process of archiving 

Polbeng data
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Signature 

 

Information 

The process of archiving 

olbeng data 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Monday 

Date : January 18
th

, 2020 

 

No Job Description Supervisor Signature 

1 Print labels for calendar Rahmad 

Akmal, S.E 

 

2 Packing calendars 

 Note : Nice work! 

 

  

 

Picture Information 

 

 
 

 

The process of print labels 

for calendars 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Tuesday  

Date : January 19
th

, 2020 

 

No Job Description Supervisor Signature 

1 Archive students dormitory data 

Polbeng 

Rahmad  

Akmal, S.E 

 

 Note : Fantastic! 

 

  

 

Picture Information 

 

 
 

 

The process of archiving 

dormitory data 

 

 

 

 

 

 

 

 

 



 

 

Day : Thursday  

Date : January 21
st
, 2020

 

No Job Description

1 Archiving Polbeng cooperation 

data in 2020 

 Note : always happy!

 

 

 

 

 

 

 

 

 

DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

, 2020 

Job Description Supervisor 

olbeng cooperation Rahmad  

Akmal, S.E 

always happy!   

Picture Information

 

 

The process of archiving 

Polbeng cooperation data 

in 2020 
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Signature 

 

Information 

The process of archiving 

olbeng cooperation data 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Monday 

Date : January 25
th

, 2020 

 

No Job Description Supervisor Signature 

1 Packing calendars 
Rahmad 

Akmal, S.E 

 

2 Share calendars with office 

offices 

 Note : Keep spirit!! 

 

  

 

Picture Information 

 

 
 

 

The process of packing 

calendars to be shared 

with the company 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Tuesday  

Date : January 26
th

, 2020 

 

No Job Description Supervisor Signature 

1 Type a brochure in Microsoft 

word Rahmad 

Akmal, S.E 

 

2 Recap of expense data 

3 Make news about the MoU 

 Note : Good job! 

 

  

 

Picture Information 

 

 
 

 

the process of typing the 

brochure 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Wednesday 

Date : January 27
th

, 2020 

 

No Job Description Supervisor Signature 

1 Conducting interviews on MoU 

activities Rahmad 

Akmal, S.E 

 

2 Making news MoU Polbeng and 

Pekanbaru National Library 

 Note : Always spirit and smile! 

 

  

 

Picture Information 

 

 
 

 

The process of making 

news about mou polbeng 

and pekanbary national 

library 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Monday   

Date : February 1
st
, 2020 

 

No Job Description Supervisor Signature 

1 Guidance with an intern 

supervisor discussing the 

material during the internship Rahmad 

Akmal, S.E 

 

2 Serving Polbeng alumni return 

graduation uniforms 

3 Write a letter 

 Note : Have fun! 

 

  

 

Picture Information 

 

 
 

 

The process of serving the 

return of graduation 

uniforms 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Tuesday 

Date : January 2
nd

, 2020 

 

No Job Description Supervisor Signature 

1 Serving Polbeng alumni return 

graduation uniforms Rahmad 

Akmal, S.E 

 

2 Packing gift sets for new 

students 

 Note : always be kind person! 

 

  

 

Picture Information 

 

 
 

 

The process of packing 

souvenirs 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Wednesday   

Date : February 3
rd

, 2021 

 

No Job Description Supervisor Signature 

1 Serving Polbeng alumni return 

graduation uniforms  

Rahmad  

Akmal, S.E 

 

 Note : You only have 2 days 

more here, so always enjoy your 

job! 

 

  

 

Picture Information 

 

 
 

 

The process of serving 

alumni returns the 

graduation uniform 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Thursday  

Date : February 4
th

, 2021 

 

No Job Description Supervisor Signature 

1 Serving Polbeng alumni return 

graduation uniforms 

Rahmad  

Akmal, S.E 

 

 

    

 Note : Great and keep spirit!   

 

 

Picture Information 

 

 
 

 

The process of packing the 

graduation uniforms 
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DAILY ACTIVITY 

ON THE JOB OF TRAINING (OJT) 

 

Day : Friday 

Date : February 5
th

, 2021 

 

No Job Description Supervisor Signature 

1 Serving Polbeng alumni return 

graduation uniforms  

Rahmad  

Akmal, S.E 

 

 Note : Today is your last day, so 

always be a good person! 

 

  

 

Picture Information 

 

 
 

 

The process of serving 

alumni returns the 

graduation uniform 
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