AN APPRENTICESHIP REPORT
AT BAPPEDALITBANG OFFICE OF RIAU PROVINCE

In Partial Fulfillment of a Three-Year Diploma Program of English of State

Polytechnic of Bengkalis

‘2

By :

NUR AIDA HARAHAP
REG. NUMBER: 5203191104

ENGLISH STUDY PROGRAM
LANGUAGE DEPARTMENT
STATE POLYTECHNIC OF BENGKALIS
2022



APPROVAL SHEET

This apprenticeship report written by Nur Aida Harahap, Reg. Number
5203191104 who had done apprenticeship at Bappedalitbang Office of Riau
Province, JI. Gajah Mada - Kecamatan Pekanbaru Kota — Kota Pekanbaru — Riau,
started from May 09" to July 15", 2022 has been approved by the following

advisors:

Pekanbaru, July 15", 2022

Advisor Advisor
of Apprenticeship at of Apprenticeship
Bappedalitbang Office of
Riau Province

A
Y
IRNAWATI, SE.. M.Si ARITA DESTIANINGSIH, M.Pd
NIP. 19760629 200801 2 013 NIK. 1200133

Head of English Study Program
State Polythecnic of Bgpgkalis

ARI SATRIA, M.Pd. B.I
NIP. 198805172015041002




ACCEPTANCE SHEET

This 1s to certify that we have been examined the apprenticeship report of
Nur Aida Harahap Reg. Number 5203191104 who has done the apprenticeship
at Bappedalitbang Office of Riau Provinces started from May 09", to July 15",
2022 This report is used for partial fulfilment of the State Polytechnic of
Bengkalis.

This report is completed and satisfactory in all respects, and all revisions

required by the apprenticeship report examining committee had been made.

Bengkalis, August 10", 2022

Accepted by:

Advisor

ARITA DESTIANINGSIH, M.Pd
NIK. 1200133

Head of English Study Program
State Polythecnic of Bengkalis

ARISATRIA, M.Pd.B.1
NIP. 198805172015041002




ACKNOWLEDGEMENT

First and foremost, | want to express my gratitude to Allah Swt for

providing me with the ability to think clearly and complete this apprenticeship

report at Bappedalitbang Office of Riau Province on time.

During the writing process of this report, there were many people involved

in giving advice, help, instructions and support. In this occasion, the writer would

like to express gratitude is given:

1.
2
3.
4. Aswandi, M.Pd as the Head English fo Bussiness and Propesional

© © N o O

Johny Custer, ST, MT as the Director of State Polythecnic of Bengkalis.
Diah Paramita Sari, M.Pd as the Head of Language Department.
Ari Satria, M.Pd.B.I, as the Head of English Study Program.

Communication Study Program.

Fanalisa Elfa, M.Pd as the coordinator of the apprenticeship report.

Arita Destianingsih, M.Pd as the advisor of the apprenticeship report.
Irnawati, SE., M.Si as the supervisor at Bappedalitbang Office

All Lecturers of English Study Program.

My Parents, Suryadi Harahap and Salmah. And also my little brother
Syarifuddin Gustiawan Harahap. Who always gave me advice and

encouragement, enabling them to lift my spirits when | was about to give
up.

Although the writer has given the best effort in order to minimize the erros,

this report is still imperfect and needs more revisions. Therefore, any kind of

advice, critics, and comments are gladly accepted so that the next writing will be

better.

Finally, the writer hopes that this report can be useful for readers and

students.

Bengkalis, June 15", 2022
Writer
" [3
A
Nur Aida Harahap
Reg. Number: 5203191104




TABLE CONTENT

COVER

APPROVAL SHEET ..o i
ACCEPTANCE SHEET ... I
ACKNOWLEDGEMENT ..ottt i
TABLE CONTENT ..o v
LIST OF FIGURES ..o vi
LIST OF APPENDICES .......ooiiiiiie e viii

CHAPTER | INTRODUCTION

1.1. Background of AppPrentiCeSNIP . ......cueiiiieiieieeiiiie e 1
1.2. Purpose of the ApprentiCeShIP.......civiii i 2
1.3. Significance of the ApprentiCeship ......ccoeieeiieeieiiee s 3
1.3.1. Significance for the ApprentiCeShip ....ceieecieieiieie e 3
1.3.2. Significance for State Polytechnic of Bengkalis...............cc..cccoovevviiiinennnne 3
1.3.3. Significance for the OFffICe.......ccciiiiiiiiiieee e 3

CHAPTER Il  GENERAL DESCRIPTION OF THE OFFICE

2.1, OFFICE HISTOMY ...ttt 4
2.2. ViSION @NA MISSION ...ttt bbb 5

2.2.1. VISION ..ttt bbb bbbttt 5

2.2.2. IVHISSTON. ...ttt bbbttt bbb 5
2.3, KNG OF BUSINESS ..ottt bbb 6
2.4. Organizational StIUCTUIE.........ccvi i 7
2.5. Document Used fOr ACHVILY ....c.cooiiiiiiie it 19

CHAPTER IIl SCOPE OF APPRENTICESHIP

3.1, JOD DESCIIPLION .....ceiieiiiiie ettt 20



3.2. WOTKING PrOCEAUIE. ......oivieiieieiiie sttt sttt st nre s 20

3.3. Document Used in Bappedalitbang ... 29
3.4. Place of ApPrentiCeSNIP.. ..o iiieiii e 29
3.5. Kind and Description of the ACHVILY ........cccoeiiiiiiiiiiiieee e 30

CHAPTER IV CONCLUSION AND SUGGESTION

4.1, CONCIUSION ...ttt 39
W T o[- o] o SRS RTSSRSN 40
4.2.1. Suggestion for the OFfiCe ...cccccueiiieiiiiiiecc e 40
4.2.2. Suggestion for English StUAENES.............ccvviiiiiiiiiccecc e 40
APPENDICES et re e 41



Figure 2.1.1
Figure 2.1.2
Figure 3.1
Figure 3.2
Figure 3.3
Figure 3.4
Figure 3.5
Figure 3.6
Figure 3.7
Figure 3.8
Figure 3.9
Figure 3.10.1
Figure 3.10.2
Figure 3.10.3

LIST OF FIGURES

Bappedalitbang Office of Riau Province..........cccccevvevvvieivenenne 5
Organizational Structure of Bappedalitbang ...........c.cccccocenininne 7
Steps of Receive the Incoming Mail ...........cccoooveviiiiininie. 21
Filling the Incoming Letter .........ccoovvvveve e 21
Steps of making Employee Card...........ccccceevvvvevieieiiieseeie s 22
Checking the completeness of the file .........ccccovovevviiiiciiiece, 23
Steps of Employee Retirement Applications ..........ccccvevevveneene. 23
Checking the Completeness of the File.............ccccocevvveiiieinnen. 24
Steps of Employee Attendance Recapitulation................c.......... 25
Checking Employee Attendance Recapitulation...............c......... 25
Steps of Employee FOrmation..........ccoccveeeicveneninneenc e 27
Counting the Number of Employees Based on Class ................ 28

Filling the data above to the document ...............c.cccevvveviennennee. 28
Checking the Actual Data with SUPervisor .............c.ccoccoevveneee. 28

Vi


file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138911
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138911
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138910
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138910
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138911
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138910
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138911
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138910
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909

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

LIST OF TABLE

Agenda of Activities of the First Week of May............cccccveenne 30
Agenda of Activities of the Second Week of May ...........c.c...... 31
Agenda of Activities of the Third Week of May ...........c.cecu... 32
Agenda of Activities of the Fourth Week of June...................... 33
Agenda of Activities of the Fifth Week of June .............cccen. 34
Agenda of Activities of the Sixth Week of June.............cccceen.. 35
Agenda of Activities of the Seventh Week of June .................. 36
Agenda of Activities of the Eight Week of June...........ccccce... 37
Agenda of Activities of the Nineth Week of July....................... 38

vii


file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138911
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138911
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138910
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138910
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138911
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138910

Appendix A
Appendix B
Appendix C
Appendix D
Appendix E
Appendix F
Appendix G
Appendix H
Appendix |

Appendix J

Appendix K
Appendix L
Appendix M

LIST OF APPENDICES

List of SKP Completeness Recapitulation ..............ccccceeveinennnnn 41
Honorary Salary LiSt.........ccooiiiiiiiieeeeee e 42
INCUMDBENE FIle ..o 43
Civil Service Progress File.........ccoveviveveiiieiiece e, 44
File List of Civil Servants' Development Names....................... 45
SMART BAPPEDALITBANG on Website............ccccoevevveinnnns 46
Internship Completion Letter File.........ccooviiiiiiiiie 47
Consultation Sheet of Apprenticeship.........cccccevvveviiiiciieeieennn, 48
Letter of Completed Apprenticeship........cccccevveveiieieiieieen, 49
Certificate of ApprentiCeship........ccoovvvviiiiiiiieee, 50
Apprentice Appraisal Letter..........oooovveiiiiniiiiiiiiceee 51
Absence during ApprentiCeship ........cevveveeveeiiiie i 52
Daily Activity On The Job Of Training (OJT) ........cccccvevvvrnnnnee. 55

viii


file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909
file:///D:/BAHAN%20LEAFLET/FINAL%20PROJECT%20PROPOSAL_AIDA_FIX_1.docx%23_Toc94138909

CHAPTER I
INTRODUCTION

1.1. Background of Apprenticeship

Apprenticeship is a program to get essential skills and recognized
qualifications. The program is a combination of classroom and work learning
training to create skilled, capable, qualified and professional human beings for the
world of work. Skills and qualifications during the apprenticeship process are
available for a variety of careers and jobs with apprenticeship level. The level of
apprentices is including entry level, supervisor level, and manager level. Every
level of apprenticeship is trained by professionals and the time required depends
on the length of the apprenticeship provided by the campus. Success Internships
will build trust and great achievement in the work environment.

State Polytechnic of Bengkalis is a vocational high education institution
that have eight departments including Naval Architecture, Mechanical
Engineering, Electrical Engineering, Civil Engineering, Language, Business
Administration, Information Technology, and Maritime. There are two mandatory
graduations requirements for Students at State Polytechnic of Bengkalis, they are
apprenticeship and final project. Apprenticeship is supposed to do in
organizations or institutions that are appropriate and related to the major and
background of the student. This program aims to provide students the flexibility,
work ethic, and responsibility they need to succeed in the workplace, particularly
those that contribute to the knowledge and skills they learn in lectures.
Additionally, apprenticeships provide students with a wealth of knowledge and
experience that may be used as a guide in the workplace and on the job.

English Study Program is one of study program of State Polytechnic of
Bengkalis under the Language Department. The Students of the English Study
Program are prepared to have competencies that are able to communicate not only

in English both spoken and writing, able to manage, operate, understand



professional ethics, and Mastering public speaking but also master in office
administration.

The apprenticeship was held at the Bappedalitbang Office of Riau
Province, JI. Gajah Mada - Pekanbaru City - Pekanbaru City - Riau. This
apprenticeship is intended to apply and fulfill competence of students. The
opportunity to do an internship at the Bappedalitbang Office of Riau Province is
carried out from May 9™ to July 15" 2022 in the general office of
Bappedalitbang. The reason for choosing this office is since Bappedalitbang of
Riau Province is one of the agencies that have great influence in the government
movement. In addition, all insight and knowledge both in language and office
administration which had been obtained during lecturing could be applied in the
workplace such as in this office. Hopefully this program would give more

experience for the apprentice.

1.2. Purpose of the Apprenticeship
The purpose of the apprenticeship as follows:

1. To find out work program conducting in General Section of
Bappedalitbang office of Riau Province.

2. To know the working procedures applied in the General Section of

Bappedalitbang Office of Riau Province

3. To know the documents used for Operations in the General Section of

Bappedalitbang Office of Riau Province.



1.3. Significance of the Apprenticeship
1.3.1. Significance for the Apprenticeship

Apprenticeship provides opportunities for the apprentice to apply
knowledge that has been learned during college and get new great knowledge
after its application in the work environment. The apprentice knows how to work

independently as well as in a team.

1.3.2. Significance for State Polytechnic of Bengkalis

Apprenticeship helps Polytechnic to prepare and improve skillful students
who are ready to work and compete after completing their studies. In addition,
with the apprenticeship program can strengthen the cooperation and socialization
between State Polytechnic of Bengkalis and the agency or organizatiossn where

the apprentices are, one of which is the Bappedalitbang Office of Riau Province.

1.3.3. Significance for the Office
Apprenticeship gives Bappedalitbang Office of Riau Province a chance to
help and sharpen students' abilities. In addition, this program also aims to help

ease some of the work so that it can be completed faster.



CHAPTER Il
GENERAL DESCRIPTION OF THE OFFICE

2.1. Office History

The Bappedalitbang Office of Riau Province is an agency consisting of two
government agencies which later merged into one due to changes in the structure
and work procedures proposed by the President and the Indonesian ministry. The
two merged agencies include BAPPEDA (Badan Perencanaan Pembangunan
Daerah/ Regional Development Planning Agency) and BALITBANG (Badan
Penelitian dan Pengembangan/ Research and Development Agency) then after
merging into one agency changed to BAPPEDALITBANG (Badan Perencanaan
Pembangunan Daerah, Penelitian dan Pengembangan / Regional Development
Planning Agency, Research and Development). BAPPEDALITBANG Riau
Province joined in 2020 during the reign of the Governor of Riau Drs. H.
Syamsuar, M.Si. This merger is based on the new OPD (Organisasi Perangkat
Daerah/ Regional Apparatus Organization) amendments to Perda Number 4 of
2016. There has been a change from the previous 25 services, and 7 agencies, in
the new OPD to 23 offices and 6 agencies. One of the decisions contained therein
is that One Agency is lost or deleted, is that BALITBANG is merged into
BAPPEDA.

The Bappedalitbang office is located at JI. Gajah Mada No. 200, Simpang
Empat, Pekanbaru City District, Pekanbaru City. The office which has a unique
and distinctive design is white with a maroon colored roof and has a roof with
yellow carvings typical of Riau Malays. This building consists of 3 floors and one
basement. The location of this office is strategic and next to the SAMSAT and
KONI offices.



Sources: Bappedalitbang’s Youtube

Figure 2.1.1. Bappedalitbang Office of Riau Province

2.2. Vision and Mission
2.2.1. Vision

The vision of the Bappedalitbang of Riau Province for 2020 which is based
on the Riau Governor Regulation, namely the realization of ‘Riau that is
Competitive, Prosperous, Dignified and Superior in Indonesia (RIAU
BERSATU)'

2.2.2. Mission
The missions carried out to realize the achievement of this vision are:
1. Realizing Faithful, Quality and Competitive Human Resources through
Full Human Development;
2. Realizing Equitable and Environmentally Friendly Regional
Infrastructure Development;
3. Realizing Inclusive, Independent and Competitive Economic
Development;



4. Realizing Malay Culture as the National Umbrella and Developing
Competitive Tourism;
5. Realizing Good Governance and Excellent Public Service Based on

Information Technology.

2.3. Kind of Business

The Bappedalitbang of Riau Province is one of the regional apparatus that
functions to help the government to develop and develop the region. The Regional
Development Planning, Research and Development Agency of Riau Province as
one of the regional technical institutions in charge of and responsible for the
preparation of the Regional Development Plan document consisting of long-term,
medium-term and short-term synergistic, participatory and accountable. This
Regional Development Planning, Research and Development document will be
used as a guide/ reference in preparing the Work Plan and used as material for the
preparation of the RKPD draft.



2.4. Organizational Structure
There are several departments in Bappedalitbang of Riau Province such

Secretariat,

PETA JABATAN STRUKTURAL BAPPEDALITBANG
PROVINSI RIAU
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Sources: Website of Bappedalitbang of Riau Province
Figure 2.1.2. Organizational Structure of Bappedalitbang

Each of the job in organizational structure has its own responsibility and
duty to reach the goals of its organization. These are the descriptive of each

position:

1. Head of Office
a.  The Duties of Head of Office

The Head of the Bappedalitbang Agency has the task of assisting the
Governor in carrying out the functions of supporting government affairs which are
the authority of the Region in the areas of Regional Development Planning,
Research and Development.

b.  The Functions of Head of Office
1. Preparation of Technical Policy

2. Implementation of technical support tasks



3. Technical guidance on the implementation of supporting functions for
regional government affairs,

4. Implementation of other functions assigned by the Governor related to the
duties and functions of the Regional Development Planning Agency,

Research and Development

2. Secretariat

a.  The Duties of Secretariat of the Bappedalitbang Office of Riau Province
The duties are coordinate, facilitate and evaluate the program planning sub-

section, finance, equipment and management of regional property, and general

personnel sub-section.

b. The Functions of Secretariat of the Bappedalitbang Office of Riau
Province

1. Implementation of coordination, facilitation and administrative services in
reviewing, compiling and proposing Strategic Plans, Regional Work Plans,
Annual Work Plans, Performance Agreements, and Government
Performance Reports at the Regional Development Planning Agency,
Research and Development.

2. Formulating and fostering the implementation of standard operating
procedures for program planning, finance, equipment and management of
regional property, as well as staffing and the general public;

3. Implementation of coordination, facilitation, financial administration
services, equipment and management of regional property, personnel and
the general public;

4. Implementation of monitoring, evaluation and reporting related to program
planning, finance, equipment and management of regional property,
personnel and public; andimplementation of other official duties assigned

by the leadership in accordance with their duties and functions.



C. The Duties of the Head of Sub Devision of Personnel and General:

Planning programs/activities and budgeting in the general staffing

subsection;

1.

© © N o O

10.

11.

12.

13.

14.

Dividing tasks, giving instructions and checking the results of the
implementation of the tasks of subordinates in the staffing and general
subdivision environment;

Scheduling and distributing correspondence;

Carrying out facilitation of personnel administration;

Coordinating the preparation of job analysis, workload analysis, job maps,
projections of employee needs, competency standards, and job
evaluations;

Implementing the process of enforcing employee discipline;

Making a report on the development of staffing;

Organizing public relations affairs

Carrying out the management of archives and documentation;
Implementing and arrange meeting facilities, meetings and ceremonies, as
well as carry out protocol activities and administration of official travel;
Carrying out the procurement of office facilities and infrastructure after
coordinating with the Regional Asset Financial Management Agency of
Riau Province;

Collecting, compiling and managing information data materials for the
benefit of the community;

Carrying out maintenance of office facilities and infrastructure,
cleanliness, beauty, security and orderliness of the office;

Monitoring, evaluating and reporting on the implementation of tasks and
activities in the personnel and general sub-sections;

Carrying out other official duties as assigned by superiors



d.

The Duties of the Head of Sub-Division of Finance and Equipment
Planning programs/activities and budgeting in the sub-section of finance,

equipment and management of regional property;

1.

10.

11.

12.

Dividing tasks, giving instructions and checking the results of the
implementation of the tasks of subordinates in the sub-division of finance,
equipment and management of regional property;

Managing finances and preparing employee salary payments;

Performing treasury and financial and asset accounting matters;

Carrying out follow-up adjustments to the report on the results of the
inspection or updating of the data on the results of the inspection on the
implementation of activities;

Carrying out the administrative process of treasury claims and claims for
compensation;

Providing guidance and provide technical guidance on financial and asset
management;

Carrying out verification and accountability of the budget;

Preparing documents for planning needs and budgeting for regional
property;

Carrying out the affairs of the management of regional property which is
under the control of the Regional Development Planning Agency,
Research and Development;

Facilitating the general plan for the procurement of goods and services for
work units;

Monitoring, evaluate and make reports on the implementation of tasks and
activities in the sub-section of finance, equipment and management of
regional property;

Carrying out other official duties assigned by superiors according to their

duties and functions

10



3. Planning, Control and Evaluation of Regional Development Planning

a. The Duties of the Head of Planning, Control and Evaluation of
Regional Development Planning Bappedalitbang of Riau Province.
The duties are carrying out tasks related to planning and funding, regional

development data and information, control, evaluation and reporting.

b.  The Functions of the Head of Planning, Control and Evaluation of
Regional Development Planning Bappedalitbang of Riau Province.

1. Functions of the Head of the Planning, Control and Evaluation Division of
Regional Development Planning Bappedalitbang of Riau Province review,
preparation, proposal and development of program/activity plans and
budgets for the Regional Development Planning, Control and Evaluation
Division;

2. Operational procedures in the Field of Planning, Control and Evaluation of
Regional Development;

3. Implementation of policies in the field of planning, controlling and
evaluating regional development, including among others planning and
funding, data and information on regional development, control,
evaluation and reporting;

4. Implementation of coordination, facilitation, supervision, monitoring,
evaluation and reporting on the implementation of tasks and activities in
the Regional Development Planning, Control and Evaluation Sector; and

5. Implementation of other official duties assigned by the leadership

according to their duties and functions.

11



4. Government and Human Development Sector
a.  The Duties of the Head of Government and Human Development of
Bappedalitbang of Riau Province
The duties are carrying out tasks related to development planning in the
fields of government and community empowerment, employment, and

transmigration, education, culture, youth and sports, health and family planning.

b.  Functions of Head of Government and Human Development Division of
Bappedalitbang of Riau Province

1. Reviewing, compiling, proposing and developing program/activity plans
and budgets for the Government and Human Development Sector;

2. Formulating and fostering the implementation of standard operating
procedures in the Governmental and Human Development Sector;

3. Planning development policies in the fields of government and human
development, including among others governance and community
empowerment, employment, and transmigration, education, culture, youth
and sports, health and family planning;

4. Implementation of coordination, facilitation, supervision, monitoring,
evaluation and reporting on the implementation of tasks and activities in
the Government and Human Development Sector; and

5. Implementation of other official duties assigned by the leadership in

accordance with their duties and functions

12



5. Economic and Natural Resources Sector
a. The Duties of the Head of the Economic and Natural Resources
Division of Bappedalitbang of Riau Province
The duties are carrying out tasks related to development planning in the
fields of trade, industry, cooperatives, investment and finance, tourism,

environment, forestry, agriculture, marine and fisheries.

b.  Functions of the Head of the Economic and Natural Resources Division
of Bappedalitbang of Riau Province

1. Reviewing, compiling, proposing and developing program/activity plans
and budgets for the Economic and Natural Resources Sector;

2. Formulating and fostering the implementation of standard operating
procedures in the Economic and Natural Resources Sector;

3. Planning of development policies in the fields of economy and natural
resources, including among others trade, industry, cooperatives,

4. Investment and finance, tourism, environment, forestry, agriculture,
marine and fisheries;

5. Implementation of coordination, facilitation, supervision, monitoring,
evaluation and reporting of the implementation of tasks and activities in
the Economic and Natural Resources Sector; and

6. Implementation of other official duties assigned by the leadership

according to their duties and functions

13



6. Infrastructure and Territorial Sector
a.  The Duties of the Head of Infrastructure and Regional Development of
Bappedalitbang of Riau Province
The duties are carrying out tasks related to development planning in the
fields of transportation, energy, mineral resources, communications, informatics,
statistics and coding, public works, housing and settlement areas, spatial planning,

and land, as well as disasters.

b.  Functions of the Head of Infrastructure and Regional Development of
Bappedalitbang of Riau Province

1. Reviewing, compiling, proposing and developing program/activity plans
and budgets for the Infrastructure and Regional Sector;

2. Operational procedures in the Infrastructure and Territorial Sector;

3. Planning of development policies in the field of infrastructure and
territory, including among others transportation, energy, mineral resources,
communications, informatics, statistics and coding, public works, housing
and settlement areas, spatial planning and land, and disasters;

4. Implementation of coordination, facilitation, supervision, monitoring,
evaluation and reporting of the implementation of tasks and activities in
the Infrastructure and Regional Sector; and

5. Implementation of other official duties assigned by the leadership in

accordance with their duties and functions.

14



7. Research and Development Field
a. The Duties of Head of Research and Development Division of
Bappedalitbang of Riau Province
The duties are carrying out tasks related to research and development of
government and human development, research and development of the economy

and natural resources, research and development of infrastructure and territory.

b. The Functions of Head of Research and Development Division of
Bappedalitbang of Riau Province

1. Reviewing, compiling, proposing and developing program/activity plans
and budgets for the Research and Development Sector;

2. Formulating and fostering the implementation of standard operating
procedures in the Field of Research and Development;

3. Policy planning in the Research and Development Sector, including
among others research and development of government and human
development, research and development of the economy and natural
resources, research and development of infrastructure and territory;

4. Implementation of coordination, facilitation, supervision, monitoring,
evaluation and reporting on the implementation of tasks and activities in
the Research and Development Sector; and

5. Implementation of other official duties assigned by the leadership

according to their duties and functions
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8. UPT Science Techno Park
a.  The Duties of UPT Riau Science Techno Park

The duties are carrying out some operational technical activities and/or
technical support activities for the Regional Development Planning Agency,
Research and Development in the field of technical innovation-based business
services, application of research results, technology development, advocacy and

business incubation.

b.  The Functions of UPT Riau Science Techno Park

1. Organizing the planning and implementation of tasks in the
Administration Subdivision, Technology Innovation Research Section, and
Technology and Business Incubation Section.

2. Organizing coordination and facilitation in order to carrying out tasks and
functions in the Administration Subdivision, Technology Innovation
Research Section, and Technology and Business Incubation Section.

3. Organizing monitoring, evaluation and reporting in order to carrying out
duties and functions in the Administration Subdivision, Technology
Innovation Research Section, and Technology and Business Incubation
Section.

4. Providering of technical services for business based on innovation,
application of research results, technology development, advocacy and
business incubation.

5. Implementation of other functions assigned by the Head of the Agency

related to its duties and functions.
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C. The Duties of the Head of UPT Riau Science Techno Park
The duties are coordinate, facilitate and evaluate the Administration
Subdivision, Technology Innovation Research Section, and Technology and

Business Incubation Section.

d.  The Functions of the Head of UPT Riau Science Techno Park

1. Preparation of work programs and operational plans at UPT Riau Science
Techno Park.

2. Organizing the implementation of coordination, facilitation and checking
the results of the implementation of tasks within the UPT Riau Science
Techno Park.

3. Implementation of monitoring, evaluation and reporting of the
implementation of tasks in accordance with the tasks that have been
carried out to the Head of the Agency.

4. Implementation of other official duties assigned by the Head of the

Agency according to their duties and functions.

e.  The Duties of the Head of Administrative Subdivision:

1. Planning Programs/Activities and Budgeting in the Administration
Subdivision.

2. Dividing Tasks, Giving Instructions and Checking the Results of the
Implementation of Subordinates' Tasks in the Administration Subdivision.

3. Coordinating the Preparation of Standard Operating Procedures.

4. Organizing and Distributing Correspondence.

5. Facilitating Personnel  Administration, Financial ~ Administration,
Administration and Community Services.

6. Coordinating the preparation of Job Analysis, Workload Analysis, Job
Map, Projection of Employee Needs, Competency Standards, and Job
Evaluation.

7. Implementing Archives and Documentation Management.
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10.

11.

Carrying out the preparation of needs, maintenance, office facilities and
infrastructure, cleanliness, security and order in the office.

Facilitating Institutional Cooperation with Universities, Academics,
Industry, and Society in the Development of Innovation and Technology
in UPT Riau Science Techno Park.

Monitoring, Evaluation and Reporting on the Implementation of Duties
and Activities in the Administration Subdivision.

Carrying out other official duties assigned by superiors according to their

duties and functions.

The Duties of the Head of the Technological Innovation Research
Section:
Planning Programs/Activities and Budgeting in the Technological
Innovation Research Section.
Dividing Tasks, Giving Instructions and Checking the Results of the
Implementation of Subordinates' Tasks in the Technological Innovation
Research Section.
Conducting Innovation Services and Technology Application Research.
Coordinating Services for Submission of Intellectual Property Rights on
Technology Results.
Monitoring, Evaluation and Reporting on the Implementation of Tasks and
Activities in the Technology Innovation Research Section.
Carrying out other official duties assigned by superiors according to their

duties and functions.

The Duties of the Head of Technology and Business Incubation Section:
Planning Programs/Activities and Budgeting in the Technology and
Business Incubation Section.

Dividing Tasks, Giving Instructions and Checking the Results of the
Implementation of Subordinates' Tasks in the Technology and Business

Incubation Section.
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Performing Technology Innovation-Based Business Incubation Services.
Conducting Training, Apprenticeship, and Piloting of Technological
Innovation-Based Entrepreneurs.

Monitoring, evaluating and making reports on the implementation of tasks
and activities in the Technology and Business Incubation Section.
Carrying out other official duties assigned by superiors according to their

duties and functions.

2.5. Document Used for Activity

There are several documents used for activities during the Apprenticeship,

as follows:

1.

2
3
4.
5
6

Data for BAPPEDALITBANG Bappedalitbang
Apprentice data

SOP files

SKP

Incoming mail

File Recap Position of Bappedalitbang Employees
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CHAPTER I
SCOPE OF APPRENTICESHIP

3.1. Job Description

Apprenticeship began on May 09" until July 15", 2022 at Bappedalitbang
Office of Riau Province. Working hours for Monday, Tuesday, Wednesday are
start from at 08.00 a.m to 16.00 p.m. While working hours for Thursday and
Friday start from 08.00 a.m to 16.30 p.m.

There were several kinds of main jobs that had been conducted during the
apprenticeship at Bappedalitbang Office of Riau Province, which were follows:

1. Filling Electronic Incoming Letter Service

2. Making Employees’ Identity Card

3. Checking Employees’ Retirement Documents

4. Checking Employees’ Attendance Recapitulation

5. Checking and Making Employees’ Formation

3.2. Working Procedure

The working procedures are based on Standard Operating Procedure
(SOP) of Bappedalitbang Office of Riau Province. Standard Operating Procedure
is a guideline or reference for carrying out work in accordance with the functions,
work procedures and work systems of the relevant agency.

There were several working procedure which was conducted the duties

and explained as follow:

1. Filling Electronic Incoming Letter Service
There are several procedures in the electronic incoming letter service,
incoming letter will be received, recorded in the agenda book, scanned, and then
the data will be inputted into the e-office application. Furthermore, it will be
continued to the Head of the agency to be examined and continue to scan the

incoming letter via e-office, then the letter will be reviewed and disposed of to the
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secretary and the UPT Division in the form of a document and then this

disposition will also be accepted by the admin as the final stage. .

Admin receives, notes on the agenda The Head of the Agency checks and
book, scans, inputs data on e-office » | forwards a scan of incoming mail via e-
applications office

!

The letter is assigned to the Secretary
and the UPT Division in the form of a
document

Admin will accept a similar
disposition as the final stage +—

Figure 3.1. Steps of Receive the Incoming Mail

Figure 3.2. Filling the Incoming Letter

2. Making Employees’ Identity Card

Having an Employment Identity Card is one of the requirements that must
be fulfilled while in a government agency. There are several stages in the
administration of submitting an employee card including the applicant/civil
servant submitting the application file for making an employee card then the
application will be submitted to the Personnel Administration, then the
completeness of the file will be checked according to the requirements, if it is
complete a cover letter will be made, after the cover letter is made then the letter
will be submitted to the Head of the Sub-Division of Personnel and General
Affairs for inspection and scrutiny of the completeness of the file and the concept

of the cover letter before obtaining the approval of the Secretary.
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After being examined by the Head of the Sub-Section, it is then submitted to
the Secretary. The cover letter will then be re-examined by the Secretary before
receiving approval by the Secretary. After the cover letter is examined by the
Secretary, it is then submitted to the Head of the Agency. The Head of the Agency
then examines and signs the submitted cover letter. Once signed, the file will be
handed back to the Personnel Administration, then scheduled and reproduced for
archiving before being sent to the BKD. It will be marked complete when it has
been distributed according to the address intended by Pramu
Bakti/Caraka/Caraka.

Applicant/PNS Submit the application Personnel Admmlstratlo_n Checku?g
. . — 5 | the completeness of the file according
file for making employee cards . .
to the requirements, if complete,
drafting a cover letter
Head of Sub-Division of Personnel
Secretary Checks the cover letter and General Affairs Checking and
before it is signed by the Head <— | scrutinizing the completeness of the
file and the concept of the cover letter
¢ before getting the secretary's approval

The Head of the Agency checks and

signs the submitted cover letter Personnel Administration Organize

and archive before sending to BKD

Pramu Bakti/Caraka / Caraka /

Distribute letters according to the
intended addreas

Figure 3.3. Steps of making Employee Card
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Figure 3.4. Checking the completeness of the file

3. Checking Employees’ Retirement Documents

The procedure is that the Applicant/PNS submits a retire documents to the

Personnel Administration. After that, the file will be checked for completeness

and submitted to the Head of the Sub-Division of Personnel and General Affairs.

Then the file will be checked and adjusted to the concept of the Retirement

Submission Letter. Next, the file will be checked and initialed by the Secretary.

Furthermore, the Head of the Agency will examine and sign the letter of

introduction for the pension application.

The Personnel
Administrator checks
the completeness of
the files

Applicants/PNS
submit a retire
application file

y

\ 4

The Head of the Sub-
Division of Personnel and
General Affairs checks and
observes the completeness of
the file and the concept of
the cover letter for applying
for a pension

A 4

The Head of the Agency examines and signs
the cover letter for the pension application

A

Files are checked and
initialed by the Secretary

Figure 3.5. Steps of Employee Retirement Applications
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Figure 3.6. Checking the Completeness of the File of Employee Retirement

4. Checking Employees’Attendance Recapitulation

Every employee in Bappedalitbang must perform his/her daily attendance
for the attendance list. Attendance is made in two sessions, morning and evening.
This attendance list then should be recapitulated, while the recapitulation
procedure starts from the Head of the Sub-Division of Personnel and General
giving instructions to the implementer to collect employee absenteeism.

Furthermore, the Personnel Administration will make a concept of
recapitulation of attendance and cover letters which will then be submitted to the
Head of the Sub-Division of Personnel and General Affairs to be read and
observed. After that, the cover letter will be submitted to the Secretary to be
initialed before being signed by the Head. Furthermore, the cover letter will be
read and scrutinized by the Head, if there is an error then the file will be returned
to the Personnel Administration, if the cover letter is correct, it will then be signed
by the Head. The file will be handed back to the Personnel Administration for
archiving before being sent to the BKD. After archiving, the file will be submitted
to Pramu Bakti/Caraka for distribution according to the intended address.
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Head of the Sub-Division of Personnel
and General giving instructions to the
implementer to collect employee
absenteeism

The Personnel Administration makes a
cover letter and then it is submitted to the
Head of the Sub-Division of Personnel

A 4

and General Affairs

Y

The Head of Office will be signed the
letter

The cover letter will be submitted to
the Secretary to be initialed before

being signed by the Head.

Y

The file will be handed back to
the Personnel Administration

The file will be submitted to
Pramu Bakti/Caraka for

for archiving before being sent
to the BKD.

\4

distribution according to the
intended address.

Figure 3.7. Steps of Employee Attendance Recapitulation

Figure 3.8. Checking Employee Attendance Recapitulation
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5. Checking and Making Employees’ Formation

For the preparation of the BAPPEDALITBANG formation, the following
procedures must be met, The Head Office assigns the Secretary to draft the
proposed employee formation concept and the Secretary will receive the
disposition and then assigns the Head of the Sub-Division of Personnel and
General Affairs to draft the proposed employee formation concept. After the Head
of the Sub-Division of Personnel and General Affairs receives the disposition
from the secretary, he will assign an Employee Planning and Development
Analyst to draft a proposed employee formation concept. Furthermore, the HR
Apparatus Analyst will collect formation preparation materials, compile a list of
position names, compile a list of position names, compile a bezeting list, compile
a list of employee conditions according to position, room group, gender and age,
and also compile a list of estimated employee supplies for the next 5 years. .
Furthermore, the HR Apparatus Analyst together with the Head of the
Sub-Division of Personnel and General Affairs conducts a workload analysis.
After that, the Head of the Sub-Division of Personnel and General Affairs
compiles a priority list of employee needs. Furthermore, it will be submitted to the
Secretary, if there is a revision it will be returned to the Head of the Sub-Division
of Personnel and General Affairs for revision. If everything is correct, it will be
submitted to The Head of Office. The file will be validated by The Head of Office
if there is no revision and submitted to the Head of the Sub-Division of Personnel
and General Affairs. Furthermore, the HR Apparatus Analyst will input and
submit a formation proposal document to the BKD and the Organizational Bureau.

The last stage is to archive the employee formation proposal document.
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The Head of Office
assigns the Secretary
to draft the proposed
employee formation
concept

The Secretary receives
the disposition and
assigns the Head of the
Sub-Division of

Personnel and General
Affairs to draft the
proposed concept of
employee formation.

Y

After the Head of the Sub-
Division of Personnel and
General Affairs receives
the disposition from the
secretary, he will assign an
Employee Planning and
Development Analyst to
draft a proposed employee
formation concept.

'

After that, the Head of
the Sub-Division of
Personnel and General
Affairs compiles a
priority list of
employee needs. Then
it will be submitted to
the Secretary

Furthermore, the HR
Apparatus Analyst
together with the Head
of the Sub-Division of
Personnel and General
Affairs conducts a
workload analysis

The Apparatus HR
Analyst will collect
formation preparation
materials, compile a list of
position names, compile a
list of position names,
compile a bezeting list,
compile a list of employee
conditions according to
position, room group,
gender and age, and also
compile a list of estimated
employee supplies for the
next 5 years.

!

The Secretary will
check, if there is a
revision, it will be
returned to the Head of
the Sub-Division of
Personnel and General
Affairs for revision. If
everything is correct
then it will be
submitted to The Head
of Office

The file will be
validated by The Head
of Office if there is no
revision and submitted

A 4

to the Head of the Sub-
Division of Personnel
and General Affairs.

The Apparatus HR
Analyst inputs and
submits the formation
proposal document to the
BKD and the
Organizational Bureau and
the last step is to archive
the employee formation
proposal document.

Figure 3.9. Steps of Employee Formation
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Figure 3.10.1. Counting the Number of Employees Based on Class, Position, and Latest Education

Figure 3.10.2.Filling the data

Figure 3.10.3.Checking the Actual Data with Supervisor
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3.3. Document Used in Bappedalitbang

There were several documents used for operasional while doing
apprenticeship, as follows:

1. Incoming Letter Format

This is an incoming mail recording system available on the office computer
which aims to record all incoming letters or invitations and is intended for the
Bappedalitbang office.

2. E-Office Application

This application also has the same function as the outgoing letter format, it's
just that this application is more complex because it includes all incoming and
outgoing letters, official memo which can make documents and other documents
such as letters, invitations in the form of files can be saved.

3. Employee formation document

This employee formation document is made and held by the Apparatus HR
Analyst. Some of them are Position Map, Position Stakeholders, PNS
development and several related documents. Each of these documents should
always be reviewed monthly to find out the updated number of employees at
Bappedalitbang

3.4. Place of Apprenticeship
The Apprenticeship was started from May 9", 2022 to July 15", 2022. It
was in The Bappedalitbang Office of Riau Province at Secretariat, Sub-Division

of Personnel and General.
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3.5. Kind and Description of the Activity

seen in the tables below:

Table 3.1

Agenda of Activities of the First Week of May

(May 09" — 13", 2022)

The daily activities in The Bappedalitbang Office of Riau Province can be

No Day/Date Activity Place
1 Monday Submission of an internship cover letter | Office
May 9™ 2022 from campus to the general department | (Employment
and introduction to the  office | and General
environment Sub-Division
Room)
2 Tuesday Adding Sign Here and open Sign Here | Office
May 10", 2022 signed file (Employment
Write manual letter numbers using a pen | and General
Sub-Division
Room)
3 Wednesday Putting the Sign Here sign on the letter to | Office
May 11", 2022 be signed by the Secretary of | (Employment
Bappedalitbang of Riau Province and General
Sub-Division
Room)
4 Thursday Filling in the incoming letter form in the | Office
May 12" 2022 e-office application (Employment
Checking the names of | and General
BAPPEDALITBANG and groups Sub-Division
Adding Sign Here in letter Room)
5 Friday Recap the database on the class and latest | Office

May 13", 2022

formal education of BAPPEDALITBANG

Bappedalitbang of Riau Province

(Employment
and General

Sub-Division

Room)
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Table 3.2

Agenda of Activities of the Second Week of May

(May 16™, - 20™, 2022)

No Day/Date Activity Place
1 Monday
May 16", 2022 OFF OFF
2 Tuesday Recap the latest database covering class Office
May 17", 2022 and formal education (Employment
Photocopying files and General
Sub-Division
Room)
3 Wednesday Creating a manual serial number for the | Office
May 18", 2022 attendance of all Bappedalitbang | (Employment
employees of Riau Province and General
Correcting the latest BAPPEDALITBANG | Sub-Division
data for May 2022 Room)
4 Thursday Correcting the database using the | Office
May 19", 2022 information on the website | (Employment
BAPPEDALITBANG.riau.go.id and General
Filling in the blank data and match the | Sub-Division
data on the website with the existing data. | Room)
5 Friday Filling in the blank data obtained from Office

May 20", 2022

the website
BAPPEDALITBANG.riau.go.id to the
Ms.Excel file

(Employment
and General
Sub-Division

Room)
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Table 3.3

Agenda of Activities of the Third Week of May

(May 23" — 27" 2022)

No Day/Date Activity Place
1 Monday 1. Filling in the employee database Office
May 23", 2022 2. Checking the files of apprenticeship, | (Employment and
PKL and Research children at the | General Sub-
Bappedalitbang  Office of Riau | Division Room)
Province
3. Printing the file related to the apprentice
to make a letter of completion of the
apprenticeship for one of the
apprentices who have completed
2 Tuesday
May 24™ 2022 Not coming to the office because of illness i
3 Wednesday 1. Recap the data of interns Office
May 25", 2022 2. Writing the number and date of the | (Employment and
letter manually General Sub-
Division Room)
4 Thursday
May 26", 2022 OFF OFF
5 Friday 1. Entering BAPPEDALITBANG data Office

May 27", 2022

(Employment and
General Sub-

Division Room)
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Table 3.4

Agenda of Activities of the Fourth Week of June

( May 30" — June 3™, 2022)

No Day/Date Activity Place
1 Monday
May 30", 2022 Not coming to the office because of illness i
2 Tuesday 1. Inputting data on the list of | Office
May 31th, 2022 BAPPEDALITBANG developments | (Employment
within the Bappedalitbang of Riau | and General
Province Sub-Division
Room)
3 Wednesday
June 1%, 2022 OFF OFF
4 Thursday 1. Checking and edit employee data as of | Office
June 2", 2022 April, May and June (Employment
2. Counting employees including echelon, | and General
functional, and staff Sub-Division
Room)
5 Friday 1. Checking Bappedalitbang of Riau | Office

June 3", 2022

Province employee data with Supervisor

(Employment
and General
Sub-Division

Room)

33




Table 3.5
Agenda of Activities of the Fifth Week of June
(June 6™ — 10™, 2022)

No Day/Date Activity Place
1 Monday 1. Stamping / legalizing employee files Office
June 6™, 2022 2. Photocopying file (Employment
and General
Sub-Division
Room)
2 Tuesday 1. Recording the numbering of incoming | Office
June 7", 2022 mail from 18 May — 24 May 2022 (Employment
and General
Sub-Division
Room)
3 Wednesday 1. Unsigning Sign Here for signed files Office
June 8™, 2022 2. Photocopying of BAPPEDALITBANG | (Employment
files and proposals to be submitted to | and General
finance Sub-Division
Room)
4 Thursday 1. Correcting the wrong letter date manually | Office
June 9™, 2022 2. Requesting a signature from the Head of | (Employment
Subdivision of Civil Service and General | and General
Affairs Sub-Division
Room)
5 Friday Not a lot of significant work, just helping | Office

June 10" 2022

some office staff a few small jobs

(Employment
and General
Sub-Division

Room)
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Table 3.6

Agenda of Activities of the Sixth Week of June

(June 13™M-17" 2022)

No | Day/Date Activity Place
1 Monday 1. Sorting Data Office
June 13", 2022 2. Delivering the files in the Sub-Division | (Employment
of Personnel and General to the Head | and General
office aide for signature Sub-Division
Room)
2 Tuesday 1. Delivering the files in the Sub-Division | Office
June 14", 2022 of Personnel and General to the Head | (Employment
office aide for signature and General
2. Removing the Sign here sign from the | Sub-Division
signed file Room)
3 Wednesday Not a lot of significant work, just helping | Office
June 15™, 2022 some office staff a few small jobs (Employment
and General
Sub-Division
Room)
4 Thursday 1. Stamping multiple files Office
June 16", 2022 2. Photocopying some signed files for | (Employment
archive and General
Sub-Division
Room)
5 Friday 1. Manually note the letter number Office
June 17", 2022 (Employment
and General
Sub-Division
Room)
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Table 3.7

Agenda of Activities of the Seventh Week of June

(June 20™- 24™ 2022)

No Day/Date Activity Place
Monday Collecting the latest internship files Office
June 207, 2022 Sorting and inputting interns data | (Employment
manually and General
Sub-Division
Room)
2 Tuesday Delivering the files in the Sub-Division | Office
June 21%, 2022 of Personnel and General to the Head | (Employment
office aide for signature and General
Photocopying the necessary files as a | Sub-Division
guide in the field of personnel and | Room)
general
3 Wednesday Delivering the files in the Sub-Division | Office
June 22", 2022 of Personnel and General to the Head | (Employment
office aide for signature and General
Sub-Division
Room)
4 Thursday Manually note the letter number Office
June 23", 2022 Correcting the wrong letter date manually | (Employment
and General
Sub-Division
Room)
5 Friday Manually note the letter number Office

June 24" 2022

(Employment
and General
Sub-Division

Room)
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Table 3.8

Agenda of Activities of the Eight Week of June

(June 27" — July 1%, 2022)

No Day/Date Activity Place
1 Monday 1. Copying files Office
June 27", 2022 2. Adding Sign Here in Mail (Employment
and General
Sub-Division
Room)
2 Tuesday 1. Delivering the files in the Sub-Division | Office
June 28", 2022 of Personnel and General to the Head | (Employment
office aide for signature and General
Sub-Division
Room)
3 Wednesday 1. Writing manual letter number Office
June 29™, 2022 2. Removing the Sign Here mark on the | (Employment
SKP file which has been signed by the | and General
Head of the Sub-Division of Personnel | Sub-Division
and General Affairs Room)
4 Thursday 1. Delivering the files in the Sub-Division | Office
June 307, 2022 of Personnel and General to the Head | (Employment
office aide for signature and General
2. Photocopying the salary allowance Sub-Division
Room)
5 Friday 1. Sorting the salary that will be collected to | Office
July 1%, 2022 the service (Employment
2. Photocopying the 2021 electricity budget | and General
3. Helping staff and honorarium staff check | Sub-Division
the salary of staffing honors and General, | Room)

Cleaning service
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Table 3.9

Agenda of Activities of the Nineth Week of July

(July 4™ — 8™ 2022)

July 8" 2022

and employee assistance as of May June

and July

No Day/Date Activity Place
1 Monday Updating PNS data July 2022 Office
July 4™ 2022 Updating Position / Position Map (Employment
and General
Sub-Division
Room)
2 Tuesday Updating and revising the Officers April | Office
July 5™, 2022 2022 (Employment
Revision of Position Map April 2022 and General
Updating and revision of Employee | Sub-Division
Assistance April 2022 Room)
Updating and revision of Employee
development data
3 Wednesday Marking the completed SKP from Office
July 6™, 2022 January, February, March, April and May | (Employment
and General
Sub-Division
Room)
4 Thursday Not a lot of significant work, just helping | Office
July 7" 2022 some office staff a few small jobs (Employment
and General
Sub-Division
Room)
5 Friday Recaping of stakeholder data, job maps Office

(Employment
and General
Sub-Division

Room)
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CHAPTER IV
CONCLUSION AND SUGGESTION

4.1. Conclusion

Bappedalitbang Office of Riau Province is one of the government agencies
that accept PKL, Research and Apprenticeship programs. After completing the
internship program which was carried out from May 9th, to July 15th, 2022, it can
be concluded as follows:

1. There are several types of work that had been carried out during the
internship as follows;

Filling electronic incoming letter service, making employees’ identity
card, checking employees’ retirement documents, checking employees’
attendance recapitulation, checking and making employees’ formation,
making a certificate of completion of internship, archiving data on
apprentices. In addition, other activities carried out are assisting
supervisors to carry out their duties as Apparatus HR Analysts who fill in
PNS data such as Updating PNS developments, Position Stakeholders,
Position Map per month, starting from January to July.

2. Work procedures based on Standard Operating Procedure (SOP)
Bappedalitbang Riau Province. This is a guide or reference to take carry
out work tasks in accordance with the functions, work procedures, and
work related agency systems. Such as the procedures for filling electronic
incoming letter services, making employees’ identity card, checking
employees’ retirement documents, checking employees’ attendance
recapitulation, checking and making employees’ formation.

3. There are several documents that are used for activities while doing
Internships, including Incoming letter format, E-office application, and

Employee document formation.
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4.2. Suggestion

4.2.1.

1.

4.2.2.

Suggestion for the Office
Placing interns according to their field of study and abilities in order to

optimize performance.

. In some cases all employees and staff must be more disciplined and

cohesive. Help each other when others are in trouble.
Improve the relationship between fields and sub-sectors to avoid

miscommunication. Confirm each other if something happens.

Suggestion for English Students

There were some suggestions for English Students, which were follows:
English students must improve their broader knowledge and skills which are
very useful in their application in the world such as office administration,
tourism and public speaking so that they are not awkward in facing the
world of work.

English students must find the appropriate references for internships and
have a wider scope, not only in companies, tour and travel agents, hotels,
government agencies, but there are some unexpected places with great
potential for the world of work in the future. Some of them, banks,

hospitals, and mining
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APPENDICES
Appendix A

List of SKP Completeness Recapitulation
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Appendix B

Honorary Salary List
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Appendix C

Incumbent File
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Appendix D
Civil Service Progress File
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Appendix E

File List of Civil Servants' Development Names
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Appendix F
SMART BAPPEDALITBANG on Website
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Appendix G

Internship Completion Letter File
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Name
NIM
Advisor

Location

Appendix H

Consultation Sheet of Apprenticeship

REVISION LIST
APPRENTICESHIP REPORT

: Nur Aida Harahap

5203191104

. Arita Destianingsih., M.Pd

. Bappedalitbang Office of Riau Province

NO DAY/DATE

REVISION ADVISOR

L.

2wy .

ot 13 Cons uldatisw

et g AR
W e DM ort AL Prmblam S Promres

Mm«, 264ty Cc u.lum; aﬁr tCe fuip Vz,?o(’( 4%6

o)y . .

Cleclans & Comvechug e
assdo g 20 aug?'-:ziaw{ "‘1:’5& AP’%
" Mowbay , Aqust 1Ty ACC

Bengkalis, July 26%, 2022

Advisor

A

Arita Destianingsih., M.Pd
NIK. 1200133
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Appendix |

Letter of Completed Apprenticeship

PEMERINTAH PROVINSI RIAU
BADAN PERENCANAAN PEMBANGUNAN DAERAH

PENELITIAN DAN PENGEMBANGAN
Jin. Gajah Mada Telp. (0761] 36031-36032 Fax, (0761) 36035
e-mail ; sekretariatidba ppeda.riau.go.id
PEKANBARU

SURAT KETERANGAN
Nomor. 000 / Bappedshitiang- Ser /0410 1

Yang bertanda tangan dibawah ini ;

Nama . NURHAYATI, S.Pi, M.Sc

NIP. ;18720518 199803 2 006
Pangkat/Gol. :  Pembina (1V/a)

Jabatan . Kasubbag. Kepegawalan dan Umum
Meneranakan bahva ;

Nama : NUR AIDA HARAHAP

NIM r 5203191104

Program Studl D3 Bahasa Inggris

Telah melakukan Magang di Badan Perencanaan Pembangunan Daerah Penelitian
dan Pengembangan Provinsi Riau selama 2 (Dua) bulan terhitung mulai tanggal 9 Mei s/d
11 Jull 2022.

Demikian Surat Keterangan ini dibuat untuk dipergunakan sebagaimana mestinya,
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Appendix J

Certificate of Apprenticeship

SERTIFIKAT

Kepala Badan Perencanaan Pembangunan Daerah,
Penelitian dan Pengembangan Provinsi Riau

Kepada :
NUR AIDA HARAHAP

Yang Telah Melaksanakan
Praktik Kerja Lapangan di Bappedalitbang Provinsi Riau, pada 9 Mei-15 Juli

Pekanbaru, 15 juli 2022
Kepala Badan Prencanaan Pembangunan
Daerah, Penelelitian dan Pengembangan

Provinsi -ﬂmmw

Ir. EMRL_H HARNIS, M. T. Ph,D
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Appendix K
Apprentice Appraisal Letter

PEMERINTAH PROVINSI RIAU
PN BADAN PERENCANAAN PEMBANGUNAN

'ikz;'; DAERAH PENELITIAN DAN PENGEMBANGAN
Jin. Gajah Mada Telp. (0761) 36031-36032 Fax. (07.61) 36035
¢-mail : sekretariata bappeda.riau.go.id
PEKANBARU

— —————————

e

PENILAIAN DARIINSTANSI KERJA PRAKTEK

Nama CNUR AIDA HARALATP
NIM $ 5203191104
Program Studs : D11 BAHASA INGGRIS

Politehnik Negen Bengkalis

NSk Peniiala obo RN i1+ I

. Disiplin 20% 98
2 Tanggung- jawab 25% 98
3 Penvesuaian diri 10% | 98
4 Hasil Kerja 3% | 48
5. Perilaku secarn umum | 15% | 48
Total Jumlah ( 142434445 | 100% |
Keterangan )

Nilai : Kriteria

§1-100 ! Istimewa

71-80 : Baik sekali

66 -70 : Baik

61 - 65 : Cukup Baik

56 - 60 : Cukup

Catatan :

(R

Analis SDN] /\pnrnu‘
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Appendix L

Absence during Apprenticeship
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Appendix M

DAILY ACTIVITY
ON THE JOB OF TRAINING (OJT)

Day : Monday — Friday
Date : May 9" — 13" 2022
No Day/Date Activity
1 Monday 1. Submission of an internship cover letter from campus to
May 9™ 2022 the general department and introduction to the office
environment
2 Tuesday 1. Add Sign Here and open Sign Here signed file
May 10", 2022 2. Write manual letter numbers using a pen
3 Wednesday 1. Put the Sign Here sign on the letter to be signed by the
May 11", 2022 Secretary of Bappedalitbang of Riau Province
4 Thursday 1. Fill in the incoming letter form in the e-office
May 12", 2022 application
2. Checking the names of BAPPEDALITBANG and
groups
3. Added Sign Here in letter
5 Friday 1. Recap the database on the class and latest formal

May 13", 2022

education of BAPPEDALITBANG Bappedalitbang of
Riau Province

Signature

Note:
If the job is difficult, don't hesitate to ask
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Picture

Information

Directed to the room that has been listed in

the official memo,

Write letter numbers manually

Added Sign Here in file

Fill in the incoming letter form in the e-

office application

Recap the database on the class and latest
formal education of BAPPEDALITBANG

Bappedalitbang of Riau Province

56



DAILY ACTIVITY

ON THE JOB OF TRAINING (0OJT)

Day : Monday — Friday
Date : May 16" — 20", 2022
No Day/Date Activity
1 Monday
May 16", 2022 OFF
2 Tuesday 3. Recap the latest database covering class and formal
May 17", 2022 education
4. Photocopying files
3 Wednesday 3. Create a manual serial number for the attendance of all
May 18", 2022 Bappedalitbang employees of Riau Province
4. Correcting the latest BAPPEDALITBANG data for May
2022
4 Thursday 3. Correcting the database using the information on the
May 19" 2022 website BAPPEDALITBANG.riau.go.id
4. Fill in the blank data and match the data on the website
with the existing data.
5 Friday 2. Fill in the blank data obtained from the website

May 20™, 2022

BAPPEDALITBANG.riau.go.id to the Ms.Excel file

Signature

Note:
Good Job!
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Picture

Information

Recap the latest database covering class and

formal education

Correcting the latest BAPPEDALITBANG
data for May 2022

Correcting the database using the information
on the website
BAPPEDALITBANG.riau.go.id

Fill in the blank data obtained from the
website BAPPEDALITBANG.riau.go.id to the
Ms.Excel file
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DAILY ACTIVITY
ON THE JOB OF TRAINING (OJT)
Day : Monday — Friday
Date : May 23" — 27" 2022

No Day/Date Activity
1 Monday 1. Fill in the employee database
May 23", 2022 2. Checking the files of apprenticeship, PKL and Research

children at the Bappedalitbang Office of Riau Province
3. Print the file related to the apprentice to make a letter of
completion of the apprenticeship for one of the

apprentices who have completed

2 Tuesday

May 24", 2022 Not coming to the office because of illness
3 Wednesday 1. Recap the data of interns

May 25", 2022 2. Write the number and date of the letter manually
4 Thursday

May 26", 2022 OFF
5 Friday 1. Entering BAPPEDALITBANG data

May 27", 2022

Signature Note:

Take care of your health so you don't get sick
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Picture

Information

Fill in the employee database

Recap the data of interns

Entering BAPPEDALITBANG data
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DAILY ACTIVITY

ON THE JOB OF TRAINING (OJT)

Day : Monday — Friday
Date : May 30™ — June 3", 2022
No Day/Date Activity
1 Monday
May 30", 2022 Not coming to the office because of illness
2 Tuesday 1. Inputting data on the list of BAPPEDALITBANG
May 31th, 2022 developments within the Bappedalitbang of Riau
Province
3 Wednesday
June 1%, 2022 OFF
4 Thursday 1. Check and edit employee data as of April, May and
June 2", 2022 June
2. Counting employees including echelon, functional, and
staff
5 Friday 1. Checking Bappedalitbang of Riau Province employee

June 3 2022

data with Supervisor

Signature

Note:

Capek ya? Kerjain pelan-pelan aja, nggak harus cepat kok
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Picture

Information

Inputting data on the list of
BAPPEDALITBANG developments within
the Bappedalitbang of Riau Province

Counting employees including echelon,

functional, and staff
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DAILY ACTIVITY

ON THE JOB OF TRAINING (0OJT)

Day : Monday — Friday
Date : June 6" — 10", 2022
No Day/Date Activity
1 Monday 1. Stamping / legalizing employee files
June 6™, 2022 2. Photocopy file
2 Tuesday 1. Record the numbering of incoming mail from 18 May —
June 7", 2022 24 May 2022
3 Wednesday 1. Unsigning Sign Here for signed files
June 8™, 2022 2. Photocopy of BAPPEDALITBANG files and proposals
to be submitted to finance
4 Thursday 1. Correct the wrong letter date manually
June 9™, 2022 2. Requesting a signature from the Head of Subdivision of
Civil Service and General Affairs
5 Friday Not a lot of significant work, just helping some office staff a

June 10", 2022

few small jobs

Signature

Note:
Fighting!
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Picture

Information

Stamping / legalizing employee files

Record the numbering of incoming mail
from 18 May — 24 May 2022

Correcting wrong letter date manually
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DAILY ACTIVITY

ON THE JOB OF TRAINING (0OJT)

Day : Monday — Friday
Date :June 13" - 17", 2022
No | Day/Date Activity
1 Monday 1. Sorting Data
June 13", 2022 2. Deliver the files in the Sub-Division of Personnel and
General to the Head office aide for signature
2 Tuesday 1. Deliver the files in the Sub-Division of Personnel and
June 14" 2022 General to the Head office aide for signature
2. Removing the Sign here sign from the signed file
3 Wednesday Not a lot of significant work, just helping some office staff a
June 15", 2022 few small jobs
4 Thursday 1. Stamp multiple files
June 16", 2022 2. Photocopy some signed files for archive
5 Friday 1. Manually note the letter number

June 17", 2022

Signature

Note:
Keep trying don't give up
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Picture

Information

Sorting Data

Sorting Tasting multiple Data files

Note the letter number manually
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DAILY ACTIVITY
ON THE JOB OF TRAINING (OJT)

Day : Monday — Friday

Date : June 20" —24™ 2022

No Day/Date Activity

1 Monday 1. Collect the latest internship files

th
June 207, 2022 2. Sorting and inputting interns data manually

2 Tuesday 1. Deliver the files in the Sub-Division of Personnel
st

June 217, 2022 and General to the Head office aide for signature

2. Photocopying the necessary files as a guide in the

field of personnel and general

3 Wednesday 1. Deliver the files in the Sub-Division of Personnel

nd
June 227, 2022 and General to the Head office aide for signature

4 Thursday 1. Manually note the letter number

rd
June 237, 2022 2. Correct the wrong letter date manually

5 Friday 1. Manually note the letter number
June 24", 2022

Signature Note:
Maybe there's still a little work this week, just be

patient
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Picture

Information

Collecting the latest internship files

Note the letter number manually
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DAILY ACTIVITY
ON THE JOB OF TRAINING (OJT)
Day : Monday — Friday
Date :June 27" —July 1%, 2022

No Day/Date Activity
1 Monday 1. Copy files
June 27", 2022 2. Added Sign Here in Mail
2 Tuesday 1. Deliver the files in the Sub-Division of Personnel
June 28", 2022 and General to the Head office aide for signature
3 Wednesday 1.  Write manual letter number
June 29", 2022 2. Remove the Sign Here mark on the SKP file which

has been signed by the Head of the Sub-Division of
Personnel and General Affairs

4 Thursday 1. Deliver the files in the Sub-Division of Personnel

th
June 307, 2022 and General to the Head office aide for signature

2. Photocopying the salary allowance

5 Friday 1. Sorting the salary that will be collected to the

July 1%, 2022 .
service

2. Photocopying the 2021 electricity budget

3. Helping staff and honorarium staff check the salary

of staffing honors and General, Cleaning service

Signature Note:

Enthusiasm even though there is a lot of work

69




Picture Information

4, Photocopying the salary allowance

Helping staff and general staff honorarium
check salaries and general staffing

honorarium, Cleaning service
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DAILY ACTIVITY
ON THE JOB OF TRAINING (0JT)
Day : Monday — Friday
Date :July4™-8" 2022

No Day/Date Activity

1 Monday Update PNS data July 2022
July 4™ 2022 Update Position / Position Map
2 Tuesday Updating and revising the Officers April 2022

July 5™, 2022 Revision of Position Map April 2022

w N PN e

Update and revision of Employee Assistance April
2022

4. Update and revision of Employee development

data
3 Wednesday 1. Menandai SKP yang sudah lengkap dari bulan
July 6™ 2022 januari, Februari, Maret, April dan Mei
4 Thursday Tidak banyak pekerjaan yang signifikan, hanya
July 7" 2022 membantu beberapa staff kantor beberapa pekerjaan
kecil
5 Friday 1. Merekap data pemangku, peta jabatan dan esistensi
July 8™, 2022 pegawai per Mei Juni dan Juli
Signature Note:

Hopefully the knowledge gained is useful
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Picture

Information

Update PNS data July 2022

Updating and revising the Officers April
2022

Mark the completed SKP from January,
February, March, April and May

Recap of incumbent data, job maps and

employee assistance as of May, June and July
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