
LAPORAN KERJA PRAKTEK (KP) 

KANTOR BADAN PUSAT STATISTIK (BPS) 

KABUPATEN BENGKALIS 

 

 

HIKMAH SUGANDA 
NIM. 5103191407 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PROGRAM STUDI AHLI MADYA ADMINISTRASI BISNIS 

JURUSAN ADMINISTRASI NIAGA 

POLITEKNIK NEGERI BENGKALIS 

BENGKALIS-RIAU 

2022 



v 

 

DAFTAR ISI 

 

 

Halaman 

HALAMAN SAMPUL ........................................................................................ i 

LEMBAR PENGESAHAN ................................................................................. ii 

KATA PENGANTAR  ........................................................................................ iii 

DAFTAR ISI ........................................................................................................ v 

DAFTAR GAMBAR  .......................................................................................... vii 

DAFTAR TABEL ............................................................................................... ix 

DAFTAR LAMPIRAN  ...................................................................................... xi 

 

BAB I PENDAHULUAN  ................................................................................... 1  

1.1 Latar Belakang Pemikiran Kerja Praktek (KP) ............................... 1  

1.2 Tujuan dan Manfaat Kerja Praktek (KP) ......................................... 4 

1.2.1 Tujuan Kerja Praktek (KP) ..................................................... 4  

1.2.2 Manfaat Kerja Praktek (KP)  .................................................. 4  

1.3 Waktu dan Lama Kerja Praktek (KP) .............................................. 5 

1.4 Tempat Kerja Praktek (KP).............................................................. 5 

  

 BAB II GAMBARAN UMUM PERUSAHAAN  ............................................. 6  

2.1  Sejarah Singkat Kantor Badan Pusat Statistik Kabupaten  

 Bengkalis ......................................................................................... 6  

2.2  Visi dan Misi  ................................................................................... 7  

 2.2.1  Visi  ...................................................................................... 7  

 2.2.2  Misi ...................................................................................... 7 

2.3 Struktur Organisasi  ......................................................................... 8  

2.4 Ruang Lingkup Kantor Badan Pusat Statistik Kabupaten  

 Bengkalis ........................................................................................... 10  

 



vi 

 

 

BAB III DESKRIPSI KEGIATAN KERJA PRAKTEK  ............................... 11 

3.1  Spesifikasi Tugas Selama Kerja Praktek.......................................... 11 

 3.1.1  Agenda Kegiatan Kerja Praktek ........................................... 11 

 3.1.2 Uraian Kegiatan Kerja Praktek............................................. 17 

3.2  Target Yang Diharapkan  ................................................................. 22 

3.3  Perangkat Lunak/ Keras Yang Digunakan ...................................... 23 

 3.3.1 Perangkat Lunak Yang Digunakan........................................ 23 

 3.3.2 Perangkat Keras Yang Digunakan......................................... 25 

3.4  Peralatan dan Perlengkapan Kantor yang Digunakan ....................... 28 

 3.4.1  Peralatan Kantor  .................................................................. 28 

 3.4.2  Perlengkapan Kantor  ........................................................... 29 

3.5 Data-Data Yang Diperlukan ............................................................ 33 

3.6  Dokumen-Dokumen File Yang Dihasilkan  .................................... 34 

3.7  Kendala-Kendala dan Solusi ............................................................. 37 

 3.7.1 Kendala-Kendala yang Dihadapi Selama Kerja Praktek ...... 37 

 3.7.2 Solusi Dari Kendala yang Dihadapi ...................................... 38 

 

BAB IV PENUTUP  ............................................................................................ 39 

4.1  Kesimpulan  ..................................................................................... 39 

4.2  Saran ................................................................................................ 40 

  

LAMPIRAN ......................................................................................................... 42 

 

   

 

 

 

 

 

 



vii 

 

        

DAFTAR GAMBAR 

 

Halaman 

Gambar 2.1  Kantor Badan Pusat Statistik Kabupaten Bengkalis  ....................... 7  

Gambar 2.2  Logo Badan Pusat Statistik Kabupaten Bengkalis  .......................... 8  

Gambar 2.3 Struktur Organisasi............................................................................ 8 

Gambar 3.1  Mencatat Surat Masuk ...................................................................... 17 

Gambar 3.2  Mengetik Surat Pengantar ................................................................. 18 

Gambar 3.3  Menggandakan Dokumen ................................................................. 19 

Gambar 3.4  Memindai Bukti Kerja Bendahara  .................................................. 19 

Gambar 3.5  Mengarsip Dokumen ......................................................................... 20 

Gambar 3.6  Memasukkan Data Hotel .................................................................. 21 

Gambar 3.7  Mendata Perekonomian ..................................................................... 21 

Gambar 3.8  Microsoft Excel ................................................................................ 24 

Gambar 3.9  Microsoft Word  ............................................................................... 24 

Gambar 3.10 Komputer .......................................................................................... 25 

Gambar 3.11Mouse ............................................................................................... 26 

Gambar 3.12 CPU  ................................................................................................. 26 

Gambar 3.13 Mesin Cetak (Printer)  .................................................................... 27 

Gambar 3.14 Mesin Pengganda  ........................................................................... 27 

Gambar 3.15 Mesin Pengganda ............................................................................. 28 

Gambar 3.16 Mesin Cetak (Printer)...................................................................... 29 

Gambar 3.17 Pena ................................................................................................. 29 

Gambar 3.18 Perforator........................................................................................ 30 

Gambar 3.19 Flasdisk ........................................................................................... 30 

Gambar 3.20 Stapler ............................................................................................. 31 

Gambar 3.21 Penjepit Kertas................................................................................. 31 

Gambar 3.22 Stempel............................................................................................. 32 

Gambar 3.23 Map Ordner ..................................................................................... 32 

 



viii 

 

DAFTAR TABEL 

 

 

Halaman 

Tabel  1.1  Jadwal Jam Kerja Kantor Badan Pusat Statistik (BPS)  ..................  5  

Tabel 3.1  Laporan Kegiatan Kerja Praktek (KP) Minggu 1 (Pertama)  

  Tanggal 02 Maret 2022  ................................................................... 12 

Tabel  3.2  Laporan Kegiatan Kerja Praktek (KP) Minggu 2 (Kedua)  

  Tanggal 08 Maret s/d 11 Maret 2022............................................... 13 

Tabel  3.3  Laporan Kegiatan Kerja Praktek (KP) Minggu 3 (Ketiga)  

  Tanggal 14 Maret s/d 18 Maret 2022............................................... 13 

Tabel  3.4  Laporan Kegiatan Kerja Praktek (KP) Minggu 4 (Keempat)  

  Tanggal 21 Maret s/d 25 Maret 2022............................................... 13 

Tabel  3.5  Laporan Kegiatan Kerja Praktek (KP) Minggu 5 (Kelima)  

  Tanggal 28 Maret s/d 01 April 2022 ................................................ 14 

Tabel  3.6  Laporan Kegiatan Kerja Praktek (KP) Minggu 6 (Keenam)  

  Tanggal 04 April s/d 08 April 2022  ................................................ 14 

Tabel 3.7  Laporan Kegiatan Kerja Praktek (KP) Minggu 7 (Ketujuh)  

  Tanggal 11 April s/d 15 April 2022 ................................................. 14 

Tabel  3.8 Laporan Kegiatan Kerja Praktek (KP) Minggu 8 (Kedelapan) 

  Tanggal 18 April s/d 22 April 2022 ................................................. 15 

Tabel  3.9  Laporan Kegiatan Kerja Praktek (KP) Minggu 9 (Kesembilan) 

  Tanggal 25 April s/d 29 April 2022 ................................................. 15 

Tabel 3.10 Laporan Kegiatan Kerja Praktek (KP) Minggu 10 (Kesepuluh) 

  Tanggal 09 Mei s/d 13 Mei 2022 ..................................................... 15 

Tabel  3.11 Laporan Kegiatan Kerja Praktek (KP) Minggu 11 (Kese belas) 

  Tanggal 16 Mei s/d 20 Mei 2022 ..................................................... 15 

 

Tabel  3.12 Laporan Kegiatan Kerja Praktek (KP) Minggu 12 (Kedua belas) 

  Tanggal 23 Mei s/d 27 Mei 2022  .................................................... 16 



ix 

 

Tabel  3.13 Laporan Kegiatan Kerja Praktek (KP) Minggu 13 (Ketiga belas) 

  Tanggal 30 Mei s/d 03 Juni 2022..................................................... 16 

Tabel 3.14 Laporan Kegiatan Kerja Praktek (KP) Minggu 14 (Keempat belas) 

  Tanggal 06 Juni s/d 10 Juni 2022 .................................................... 16 

Tabel 3.15 Laporan Kegiatan Kerja Praktek (KP) Minggu 15 (Kelima belas) 

  Tanggal 13 Juni s/d 17 Juni 2022 .................................................... 17 

Tabel  3.16 Laporan Kegiatan Kerja Praktek(KP) Minggu 16 (Keenam belas) 

  Tanggal 20 Juni s/d 24 Juni 2022  ................................................... 17 

Tabel 3.17 Laporan Kegiatan Kerja Praktek (KP) Minggu 17(Ketujuh belas) 

  Tanggal 27 Juni s/d 30 Juni 2022 .................................................... 17 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



x 

 

 

DAFTAR LAMPIRAN 

Halaman 

Lampiran 1 Surat Persetujuan Magang .............................................................. 42 

Lampiran 2 Penilaian Magang ........................................................................... 43 

Lampiran 3 Sertifikat Magang ........................................................................... 44 

Lampiran 4 Surat Keterangan Magang .............................................................. 45 

Lampiran 5 Foto Bersama Bendahara Kantor Badan Pusat Statistik................. 46 

 

 

 

 

 

 

 

 


	HALAMAN JUDUL
	DAFTAR ISI 
	DAFTAR GAMBAR 
	DAFTAR TABEL
	DAFTAR LAMPIRAN 

