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CHAPTER I 

INTRODUCTION  

1.1 Background of Apprenticeship  

Improving the education quality is one of the government's efforts to 

improve the quality of the Indonesian workforce that has competitiveness and 

quality. Higher education is a form for preparing students as prospective 

professional and intellectual workers who are equipped with theoretical 

knowledge and practice of the real world of work. 

Moreover, State Polytechnic of Bengkalis, One of the universities that 

tooks part in preparing its students to be ready to compete in the real workplace. 

One of them is the implementation of apprenticeship or Kerja Praktek (KP) to 

become a chance for students to implement the knowledge that acquired at 

campus into a real workplace. 

One of the 21 study programs at this polytechnic is Diploma-III English 

study program. It concentrates on the field of mastering English such as 

professional translators and interpreters, copywriting, tourism, and experts in 

running and managing digital media. This program also provides a learning 

experience and training to students in order to develop professional capabilities in 

science and technology. It ensures that students have the ability to adapt, work 

ethic, and be responsible, especially in the business world, and there is a lot of 

potential for their students to advance in their careers quickly.  Therefore, being 

one of the student of English study program is such an opportunity to do 

apprenticeship in Corporates Communications Department (CCD) at PT. Riau 

Andalan Pulp and Paper (RAPP) which is the 9th largest pulp producer in the 

world. As a center of communication to the local and international employee, 

Corporate Communications Department requires workforces who are able in 

English because they can easily understand information not only in Indonesia but 

also from other countries. 
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Based on the provisions above, apprenticeship was carried out at PT. Riau 

Andalan Pulp and Paper Pangkalan Kerinci, Pelalawan Regency, which was held 

about 17 weeks from January 16
th
 to May 16

th
, 2023. After carrying out KP for 17 

weeks, students are required to make apprenticeship report as a form of 

accountability for every activity carried out during the apprenticeship . 

1.2 Purpose of the Apprenticeship 

The purposes of the apprenticeship are as follow:  

1. To find out kind of jobs done in Corporate Communications at PT. RAPP 

2. To find out working procedures applied in Corporate Communications at 

PT. RAPP.  

3. To find out the document that used in Corporate Communcations  

1.3 Significances of the Apprenticeship 

1.3.1 Significances of the Apprentice 

a. Gain real-life industry experiences  

The apprentices have the ability to put what they l earn straight into 

practice in their working life and quickly rise through the ranks of many 

organizations. 

b.  Learning new things 

Apprentices learn new things and implement theories in campus into real 

practice in the workplace. 

 

1.3.2 Significances for the State Polytechnic of Bengkalis 

The apprenticeship program assists Polytechnic in developing relationship 

with PT. RAPP as an initial step for student who interesting in studying and 

working at multinational corporation. 

 

1.3.2 Significances for the company 

a. Upgrade PT.RAPP branding 

Apprenticeship program gives PT.RAPP a chance to promote its image 

and upgrade the branding of the company.  
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b. PT.RAPP got a chance to hire experienced employee 

It is easy for PT.RAPP to find and hire co-worker and experienced 

employee because the practical students have had experience working in the 

company.



 

4 

 

CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 

 

2.1 Company History 

2.1.1 Royal Golden Eagle or Raja Garuda Emas (RGE) Group 

In 1973, RGE formerly known as Raja Garuda Mas (RGM) was officially 

registered. RGE began in 1967 as Toko Motor, a spare parts shop in Medan, 

Indonesia. Sukanto Tanoto, the founder and chairperson of RGE Group, made his 

business debut there. During the 1973 oil crisis, he was able to overcome rapidly 

rising oil prices in order to expand his business as oil companies expanded in the 

region. After a period of inactivity, he was able to establish a plywood factory in 

Besitang, North Sumatra. He noticed that Indonesia was exporting logs and 

importing plywood at the time, so he decided to invest in plywood manufacturing 

in Indonesia. 

 

 

 

 

Figure 2. 1 RGE Group Logo 
             Source: https://www.rgei.com/id/ 

 

Sukanto Tanoto then built the largest pulp and paper mill in the  world in 

Kerinci, Riau. RGE expanded its operations in China, Brazil, Canada, and Spain 

in the late 2000s. Sukanto Tanoto believes that the 5C principles will benefit the 

Community, Country, Climate, Customer, and Company.  RGE and its 

subsidiries business organization s are:  

1. Pulp and Paper Industry - APRIL (Indonesia), Asia Symbol (China) & 

Asia Honor Paper (Malaysia) 

2. Palm Oil Industry - Asian Agri (Indonesia) & Apical (Indonesia and Spain) 

3. Viscose Staple Industry - Sateri (China) & Asia Pacific Rayon (Indonesia) 
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4. Specialty Celulose Industry - Bracell (Brazil) 

5. Integrated Energy Provider – Pacific Energy (Indonesia, China and 

Canada) 

 

F 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2. 2 Company of RGE Group 

   Source: https://www.rgei.com/id/ 

  

RGE Group has a core value, which is T.O.P.I.C.C. This value is used as a 

guideline for working within RGE Group companies. T.O.P.I.C.C consists of the 

following abbreviations: 

1. Complementary Team or Teamwork, are one in goal and complement each 

other in teamwork.  

2. Ownership or Sense of belonging, maintains a sense of belonging to 

always achieve the best.  

3. People or human resources, develop human resources to grow together. 

4. Integrity or honestly, acts with integrity.  

5. Customer, understands and provides the best for customers. 

6. Continuous Improvement, avoid indifference and make continuous 

improvement.  

 

 

 

 

https://www.rgei.com/id/
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2.1.2 Asia Pacific Resources International Holding Limited (APRIL) Group 

APRIL Group is a member of RGE Group. Through its subsidiaries in 

Indonesia, APRIL Grouop began plantation development in Sumatra’s, Riau 

Province and mill construction in Pangkalan Kerinci, Pelalawan Regency from 

1993. The company name is PT. Riau Andalan Pulp and Paper (RAPP).  

Commercial pulp production commenced in 1995, followed by 

commercial paper production in 1998. From the beginning, the region’s growth 

would mirror the growth of APRIL Group’s operations in Indonesia with 

Pelalawan Regency establishment in 1999.  

 

 

Figure 2. 3 a Pathway to Prosperity 
Source: https://www.aprilasia.com/en/ 

 

Figure 2. 4 Sowing the Seeds of Sustainable Forestry 
 Source: https://www.aprilasia.com/en/ 
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The appearence of APRIL, instead of giving opportunity for economic 

society, it gives opportunity for clime and environment through the APRIL 2030 

commitment, which has four indicators: 

1. Climate Positive  

2. Thriving Landscapes 

3. Inclusive progress 

4. Sustainable Growth 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2. 5 APRIL2030 
Source: https://www.aprilasia.com/en/ 

 

Taking a role as the biggest multinational company, the existence of the 

Corporate Communications Department (CCD) is needed as the APRIL center 

information, both internal and external communicator to convey messages directly. 

Relationships relate to internal and external public, and back up management 

plays a role in supporting company activities. Good image-makers create a good 

image for the company through writings, events, as well as interesting content on 

social media. Ease of access against information needed by the public to seek the 
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company's reputation is becoming more and more important. Therefore, CCD has 

become a significant asset for the survival of the company.  

 

2.1.3 Company Logo 

PT. RAPP has a logo that contains two colours, that is blue and green 

colours and has a symbol of leaf. The blue colours means energy efficiently and 

the green colours means renewable resources. In addition, the symbol of leaf 

means APRIL has a sustainabe business with plantations. Here is the company 

logo: 

 

 

 

 

Figure 2. 6  Company Logo 
Source : https://www.aprilasia.com/en/ 

 

2.2 Vision and Mission 

2.2.1 Vision 

PT. RAPP vision is to be one of the biggest and best sustainable resource-

based companies, always creating benefits for Society, Country, Climate, 

Customers and Company. 

2.2.2 Mision 

a. Created and extended a regional business group led by International 

Corporation with highly qualified personnel.  

b. Long-term expansion and dominance in every market sector and industry. 

c. Improving associated parties' business performance by participating and 

contributing to regional and national socio-economic development. 

 

 

https://www.aprilasia.com/en/
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2.3 Kind of Business Unit 

There are five kinds of business in PT. RAPP, which are follows:  

1. Riau Fiber is a unit that oversees the seeding, planting, maintenance, and 

felling of wood in order to raw materials and generates wood seeds.  

2. Riau Pulp is a pulp-making plant that uses logs from Riau Fiber as a raw 

material. 

3. Riau Paper is a unit that manufactures paper from Riau Pulp.  

4. Riau Power is a unit that manages the power generation and reprocessing 

black liquor, water, and chemicals.  

5. Shared services (common service) is a unit that manages all units in the 

service sector and company's logistics, including supply chain 

management, Riau Fiber, Riau Power, Riau Pulp, Riau Paper, 

  

 

       

 

 

 

Figure 2. 7 Kinds of Business Unit 

 

PT. RAPP manufactures pulp and paper, as well as providing employee 

training and development. PT. RAPP's main products are BAKP (Bleached 

Acacia Kraft Pulp) and UCWF (Uncoated Wood Free Paper), which are 

commonly used in printing and photocopying with the range in weight from 55 to 

150 gsm. Dunia Mas, Copy & Laser, Lazer IT, ZAP, Ixora, PPLite, Excellent 

Copy Paper, Perfect Print, and Bright White Multi-Purpose Office (BMO) are the 

paper brands manufactured by PT. RAPP. PaperOne
TM

 products are the flagship 

brand. 

Riau Power

Riau Fiber Riau Pulp

Riau Paper Share
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Figure 2. 8 the Main Product of RAPP 
Source: https://www.aprilasia.com/en/products/paper-products 

 

2.4 Organization Structure 

Using Organizational structures allow businesses to remain efficient and 

focused. A system that defines actions to achieve an organization's goals, 

including rules, roles, and responsibilities, is referred to as an organizational 

structure. In a centralized structure, for example, decisions were made from the 

top down, whereas in a decentralized structure, decision-making authority is 

shared among several organizational levels. 

Corporate Communications has an organizational structure based on their 

respective scope of work as an administratoe of the flew and overshadowing the 

distribution of massages information, and communications massages delivered by 

employees and stakeholders. 

   

 

 

 

 

 

 

 

 

https://www.aprilasia.com/en/products/paper-products
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CORP COMM ORGANIZATION STRUCTURE 2023 

 

 

 

 

 

 

   

 

 

  

 

 

 

 

 

 

 

 

Figure 2. 9 Corpcomm Organization Structures 2023 
Source: Internal communication  
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a. External Communications 

The External Communications is the division in charge of disseminating 

information from within the company to those outside of it. External 

communications is responsible for the following tasks: 

 

External 
Communications 

 

1.  Media relations  

2.  Monitoring (news, contracts) 

3.  Handling media crisis 

4.  Media involvement  

5.  Holding a press conference 

6. Photographic and video footage 

7. Production (press release, smart writing, content provision for 

APRIL DIGEST magazine) 

8.  Media relations  

Figure 2. 10 External Communcations apprentice’s jobdesks 

 

b. Internal Communications 

Internal communications is keeping employees connected and informed, 

and creating a shared understanding of company goals, values, and guidelines. 

Internal communications is critical for keeping employees up-to-date on a 

company’s latest initiatives, corporate milestones, establishing facilitating 

streamlined, clear communications among different departments.  

 

Internal 

Communications 

1. Public messanger 

2. Managed update information on notice board 

3.  APRIL portal internet and APRIL DIGEST internal 

magazine 

4.  Running text  

5.  Digital signage 

6.  WA group  

7. Corporate identity Review  

8. Pop-up Screen saver thin-client 

9. Channel TV 8 

10. Graphic and visual design  

11. Campaign 

12. Corporate data bank 

Figure 2. 11 Internal Communications apprentice’s jobdesk 
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c. Corporate Visit and Event 

It is a company visit program with the aim of providing an overview and 

information about the company and to improve the company's image among 

stakeholders. The Scope is all visits to APRIL Riau Complex consisting of Mill, 

Office, Townsite and Estate. Stakeholders include customers, financial 

community, business partners, employees, suppliers, government, media, NGOs, 

educational institutions/students. The company visit will be lead by a host who 

explaining all of thing about RGE from the history, company expansion, the 

export and import, the process of production pulp and paper, the company sister,  

the foundation, and the community development. The guest who coming to do 

company visit will be distinguist into three categories according to the standart 

operation procedure (SOP): 

 

Regular Visit 

1. Assistant training 

2. College student 

3. Working grup 

4. Auditor 

5. Vendor candidate 

6. Media 

VIP Visit 

1. Bankers 

2. Regent / Governor 

3. Ambassador 

4. Chairman and family 

VVIP 
1. President 

2. Minister 

Figure 2. 12 Guests Categories According to the SOP 

Source: Corporate Visit 

 

d. Digital Media 

Displaying the company's operational activities through social media 

platforms such as Facebook, Instagram, YouTube, and others. The scope of work 

Digital Media 

1. IG live script 

2. Content plan 

3. Writing captions according to Search Engine Optimization 

(SEO) 

4. Create up-to-date content. 

5. Managing relation with social media influencer 

6.     Social media admins: 

Intagram : @sahabatrapp, @discoverApril 

Facebook : Sahabat PT RAPP 
Twitter                 : @rapp_official 
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Linkedin : Asia Pacific Rayon 

Youtube               : Asia Pacific Rayon  

Figure 2. 13 Digital Media Jobdesk 

 

The public relations function performed by the management of PT. RAPP 

is run based on their respective stakeholders who are separated into several 

departments called Social Capital (Soscap) led by the BU head.  

1. Corporate Communications is a department to create a better corporate 

brand image in the eyes of the public through social media and 

maintenance of issue information to journalists. 

2. WLS Security, namely making the process of shipping wood uninterrupted 

on the way, solves land problems that overlap with the community or 

company land used by the community and carrying out land acquisition 

security in charge of securing areas that are problematic and conflict with 

the community. 

3. NGO Relations, maintains good relations between non-governmental 

communities to minimize issues that occur in communities or non-

governmental organizations and create a positive impression on the 

company.  

4. Stakeholder Relation (SHR), It is to maintain good relations with 

stakeholders and create good brand awareness to them that the company is 

building relationships between communities and knowing the issues that 

exist in the company's operational area 

5. Campus Relations, related to academics. 

6. Community Development (CD), is a department to empower the 

community through Small Medium Enterprise (SME) programs, health, 

education and minimize stunting rates in the company's operational areas 

within a radius of 50 km. 

7. Supporting licenses, a part that manages permits including building 

permits, land permits, and others to help launch company licenses. 
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2.5 Document Used For Activity 

Corporate Communications (Corpcomms) uses several documents to manage 

activities: 

a. 6s Log Book and Daily Management Log Book 

This is a 6s audit (Seiri, Seiton, Seiso, Seiketsu, Shitsuke, Safety) book with 

new audit rules in accordance with the socialization that has been carried 

out to each business unit. The book contains explanatory notes on the 6s 

format of the audit, and its requirements.  

b. Feedback forms 

It is a form that have to given to the guests after the corporate tour in 

exhibition center already done. It aims for give a valuation for the host, 

critics, suggestions for Corporate Visit team as well. 

c. Media and Publications Proof  

This is an external communications sheet that contains various 

publications carried out by PT RAPP's media partners such as 

advertisements, news on the first page, and positive news about PT. Rapp. 

It aims for ensure the media had done the publications accordingly the 

contract that have signed. 
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CHAPTER III 

 SCOPE OF THE APPRENTICESHIP 

 

3.1 Job Description 

The apprenticeship program was completed at Corporate Communications 

(Corpcomms) and the RGE Exhibiton Center (RTC).  The first placement starts 

from January 16
th

 of May 5
th

 afterwards RTC begun May 6
th

 to 15
th

 2023. 

Working hours are separated into two separate periods. Monday through Friday 

from 8:00 a.m. to 5:00 p.m with breaks from 12:00 a.m. to 01:30 p.m. On 

Saturdays, a shift system was implemented; alternating holidays in order that one 

person receives a work schedule twice a month. 

There were kinds of main jobs during the apprenticeship accordingly of 

each division, which are follows: 

 

1. Internal 

Communications 

a. Participating in APRIL Digest’s content  

b. Updating Visual Management Board 

c. Preparing for 6s audit (Seiri, Seiton, Seiso, Seiketsu, Shitketsu, 

Safety) 

d.  Collecting data and content for 
Infography   

e. Filing internal Communications Purchases invoices 

f. Matching up purchasing invoices 

g. Sortering Public Massager (PM) 

h. Rename APRIL Digest 

i. Participating campaign making-process 

j. Translating economic book, quiz, and biography 

k. Summarizing material economic book seventh edition 

l. Making employee data 

m. Making list of nominating outstanding employee 

n.  Serving a gift for Coffe time with COO 

o. Rewrite a file; Budget as February form. 

p. Making 3D styrofoam letters 

2. External 

Communicatons 

a. Monitoring news and publishing 

b. Translating article; environment article from the Jakarta Post 

c. Smart writing production   

d. Documenting event and product photoshoot 

e. Scoring and duplicating of proposal 

f. Typing error checker in APRIL Digest 

g. Subtitling; Ms, Anita Bernardus and Mr. Jokowi speech 
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3. Digital Media 

a. Making Instagram (IG) live script 

b. Making Statement of Work 

4. Corporate Visit 

a. Assisting host 

b. Serving welcome drink 

c. Checking Souvenir 

d. Joining corporate visit 

5. Corporate Event 

a. Making event proposal 

b. Making event report for Mental Health webinar 

c. Participating and preparing in organizing for online and 

offline event  

6. Other Activity 

a. Visual Management Board presentation 

b. Toast Master  

c. Visiting Community Development (CD) 

d. Updating event calendar 

Figure 3. 1 The Apprentice’s Main Job in CCD  

 

3.2 System and Procedure 

There were several working procedures during the apprenticeship program 

at each department. The procedures are as follow: 

1.  Internal Communications (Int. Comms) 

a. Participating in APRIL Digest’s content  

APRIL Digest is a company magazine that contains reviewing the 

development and activities of APRIL and Asia Pacific Rayon (APR). APRIL 

Digest is one of Int.Comms jobdesk for keeping employees up-to-date on a 

company’s latest initiatives, corporate milestones, establishing facilitating 

streamlined, clear communications among different departments. The content 

making-process was held in Kerinci Central Nursery II (KCN II) that was 

interviewing, and documenting Mr. Sofyan and his head about nursery and 

plantation of acacia and eucalyptus as main ingridients of pulp and paper industry, 

the obstacles of work, quality time with family as well. The result would be 

published in APRIL Digest magazine. The working process can be seen below: 
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Figure 3. 2 the Working Procedure of Interviewing Stakeholder 

for APRIL Digest Magazine 

 

b. Updating Visual Management Board (VMB) 

Visual Management Board (VMB) is a board that contain information 

about 6s audit (Seiri, Seiton, Seiso, Seiketsu, Shitsuke, Safety) and its finding, new 

company information, calendar event, organization structure, issues, action plan, 

departmental achievements, department floor plan, and so on. Updating  Internal 

communications is responsible for managing update information on notice board. 

Therefore, every-singel update and the latest information from the Corporates 

Communications Department need to be printed then it is putted inside VMB’s 

folder.  The working procedure of updating visual management board can be seen 

below: 

 

 

Figure 3. 3 the Working Procedure of Updating VMB 

 

6s audit / 
CCD update 
and issues 

Printing that 
information/ 

issue 

Putting the 
hardcopy of  

inside VMB's 
folder  

VMB 
progress will 
be inspected 
by 6s audit 

team 

Contacting the 

stakeholder 

Visiting the location  Brifieng briefly before 

taking the shoot 

Starting interview the 

stakeholder 
Documenting 
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c. Preparing for 6s Audit (Seiri, Seiton, Seiso, Seiketsu, Shitketsu, and Safety) 

Six S is abbreviation of Seiri (short), Seito (set in order), Seiso (shine), 

Seiketsu (standardize), Shitketsu (sustain), and Safety. 6S is a process for creating 

and maintaining neatness, cleanliness and high performance in an organized 

workplace. A day before the inspection began there was a cleaning activity 

supervised by a Person in Charge (PIC). Departments that are proven not to 

follow the standards will be subject to punishments in the form of point reductions, 

and fines. 

Figure 3. 4 the Standarization and Final Display Work Area 
 

 

 

Figure 3. 5 the Working Procedure Before 6s Audit 

 

d. Collecting data for content of Infografy 

In this case, internal communication provides information to students who 

are still in elementary school who attend school in the PT. RAPP. The content 

aims for giving knowledgement about Timeline of History Fisheryin Riau’s water. 

Starting from the history of fishes, spreading, processing products, and so on. The 

data was designed in English on blank paper as an initially design before got final 

design from the graphic design. The data was gotten and collected from internet.  

Cleaning up the 

workarea 

Organizing stuff and things 

according the work area 

standard photo 
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Figure 3. 6 the History of Fish in Riau 
Source: Internal Communications 

  

 

 
Figure 3. 7 the Working Procedure of collecting data for Infography 

 

e. Filing Purchases Invoices 

Filing means Files should be organized, cleaned up, and grouped into one 

section. In this occation, internal Communications invoice. Files was organized 

the dates, and the receipt. 

 

 

 

 

 

Figure 3. 8 the Working Procedure of filing 

 

Collecting data  
Translating into 

English

 

 Collecting data  

Designing into blank 

paper 

Internal 

Communications files 

Starting desparetes  the 

files 

Organizing the 

organized file 

Cliping the file using a 

paperclip, collect 
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f. Matching up purchasing invoices 

Matching up invoices means organizing the original invoice from vendor 

to the invoice that Internal Communications has had while doing the purchases. It 

aims to unsure there is no missed stuff that vendor sends. 

 

 

  

Figure 3. 9 the Working Procedure of Matching Up Purchasing Invoices 

   

g. Sortering Public Messager file (PM) 

Public Massager is some of Internal Communications jobdesk for keeping 

employees up-to-date on a company’s latest initiatives, information, and 

development through online software namely Microsoft Publisher. Sortering is an 

activitity to change the format PM from Microsoft publisher into pdf. It aims in 

order saving the computer storage. The file was choosing from January 2007 to 

April 2023. 

 

 

Figure 3. 10 the Working Procedure of Sortering PM 

 

h. Renaming the APRIL Digest  

Renaming APRIL Digest is an activity matching up and changing the 

APRIL Digest in the computer according the number of pages and the edition in 

order it does not reverse when it will be printed. It should be uploading in My 

APRIL account before printed as well. 

 

 

 

 

Figure 3. 11 the Work Procedure of Renaming APRIL Digest 

 

Collecting the Internal 

Communications 

invoice  

 Matching up the 

Internal 

Communcations and 

vendor invoice  

Cliping the file using a 

paperclip, collect 

 

Opening the Microsoft 

publisher  

Choosing the file that 

will be changed  
Starting to change the 

format 

Opening the folder  

 

Starting renaming  

 

Uploading it in My 

APRIL Digest 
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i. Participating in collecting content for campaign making-process 

Campaign is one of company strategy to declarate something or 

achievement to many people. In this case, Internal Communications responsible 

for making, designing, and publishing the campaign on Public Messager. The 

campaign was about Harrasment, abuse of power, and discrimination. The content 

was collected from internet then it compiled into Power Point. Next, the content 

would be designed by design graphis to be published on Public Messager. 

 

 

Figure 3. 12 the Work Procedure of collecting content for campaign making-process 

 

j. Translating an article and material 

Translating is a process transferring meaning from source language into 

target language. The article and material was about economic book chapter 5 

seventh edition and APRIL Digest quiz for Internal Comunication necessary. For 

it can be seen as below:   

 

 

 

 

 

 

Figure 3. 13 the Work Procedure of Translating APRIL Digest Quiz 

 

 

Figure 3. 14 the Work Procedure of Translating 

 

 

 

Collecting data from 
internet 

Compiling information  Making into PPT 
 

Reading carefully the 

material 

Starting to translate the 

material  

Writting the final 

translations into word 
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k. Summarizing Internal Communications material 

Summarizing is a process making a summary of a material. In this case, 

the material was about the theory and estimation of cost for Internal 

Communications necessary. The summary was made using a website as in 

addition edited according to the grammar.   

 
 

 

 

Figure 3. 15 the Work Procedure of Summarizing 

l. Making employee data 

Internal Communications serves as a corporate data bank, which means it 

saves employee data across the APRIL district. This includes archiving the 

chairman's RT/RW data in housing townsites 1 and 2. The data was created in 

Microsoft Excel for the Internal Communications archive. 

 

 

 

 

 

Figure 3. 16 Chairman's RT/RW Data 

 

 

 
Figure 3. 17 the Work Procedure of Making Employee Data 

 

m.  Making list of nominating outstanding employee 

An outstanding employee list is a list that contains potential employees 

who have achieved achievements in their hobbies, such as singing, sports, 

mountain climbing, and so on. This is a form of campaign human being to the 

Reading carefully the 

material 
Starting summarizing  Writing down the final 

summary into Microsoft 

word 

Getting the list of 

nominated name 

 

Making in Microsoft 

Excel 

Inputting the name into 

Excel that already made. 
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outstanding employee that still reaches an achievement while spending time as a 

busy employee. 

 

 

Figure 3. 18 the Work Procedure of Making List 

 

n. Serving a gift for coffe time with COO 

Coffee time with COO is a highlight of the event giving an appreciation 

for outstanding employee that was hold by Corporate Event team in Unigraha 

Hotel. The gift was serving and packing use gift paper containing a tumblr, 

shopping voucher, and hat.  

 

 

 

 

 

 

 

 

 
      Figure 3. 19 the Gift for Outstanding Employee 

 

 

 

 

Figure 3. 20 the Working Procedure of serving the Gift 

 

o. Rewriting a file 

Rewriting a file is an activity to write back file or something that already 

printed in hardcopy form to the softfile such as in Microsoft word or PPT. It is not 

Getting the list of name 

  

Making a tabel in 

Microsoft Excel 

Inputing the name into 

tabel that already made. 

Getting the give 

equipment 

Folding the paper 

until it forms a pouch 

that can be inserted 

gifts 

Inserting the gift into the 

pouch that already made 

The gift is already done 
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always in hardcopy it could be another form as well. In this case, rewriting file  

budget as February, holiday calendar into Microsoft word then it printed. 

 

 

 

 

Figure 3. 21 the Working of Rewriting the file 

 

p. Making the 3D styrofoam letters 

The 3D styrofoam letters is a Styrofoam that cuts following the banner 

pattern so that it forms letters. It is used in Corporate Event team for the event that 

held in Unigraha Hotel. The working procedure was; First, cuting the font pattern, 

which was printed in the banner form. Next, putting the pattern on the styrofoam 

and sticking it using glue, and then cutting it using hand-chainsaw. 

   

 

 

 

 

 
Figure 3. 22 the Working of Making 3D Styrofoam Letters 

 

 

2. External Communications  

a. Monitoring news and publishing 

Monitoring news and publishing was done for controlling and handling the 

issues concerning the operating area, development, achievement, all about 

external necessary as well. Monitoring news and publish was done by searched 

the issue through internet using the latest keyword such as Safari Ramadan, jalan 

lingkar, Restorasi Ekosistem Riau (RER), electric bus PT RAPP, and so on. 

Monitoring can be done every early month, every the newest news, or every 

anytime when needed. The working procedure can be seen on below: 

 

Getting the hardcopy 

that will be rewriting 

Starting to rewriting 

according to the 

template 

Saving and sending the 

result 

Cutting the font pattern Putting the pattern on 

the Styrofoam,  

Cutting it using hand-

chainsaw 

Sticking them using glue 
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Figure 3. 23 the Working Procedure of News Monitoring 

  

In addition to news, monitoring, external communications conducts 

publishing monitoring to determine whether the media publishes news, 

advertising, page-one news, and positif page news in accordance with the contract. 

 

Figure 3. 24 Monitoring Publishing 

 
 

 

 

 

 

Figure 3. 25 Working Procedures of Media Monitoring 
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news sent by the 
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conformity of the copy 

with the written 

contract 
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 Verification 
No 
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Online/printed news  

 

 

Yes 
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b. Translating 

The way translating that External Communications implement as same as 

Internal Communications done. The material that already translated were articles, 

PPT, and some of material magazine readings, research journals, corporate 

documents, biographies, and additional tasks. It can be seen below: 

 

Figure 3. 26 Translating an Article 

 

 

 

 

 

 

 

 

 

 

Figure 3. 27 Translating PPT 

 

 

 
Figure 3. 28 the Working Procedures of Translating PPT 

 

Reading carefully the 

material 
Starting to translate the 

material  

Changing the PPT 

source language into the 

target language  
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c. Participating  in smart writing production  

Participating in smart writing production, which is the creation of articles 

and other forms of media that will eventually become the content of APRIL 

Digest magazine. External Communications conducts direct visits in addition to 

telephone interviews to obtain information that would be considered inaccurate if 

obtained by phone. In this occasion, External Communications went to Siak 

Regency to monitoring the housing-production of Nastar Ratu Penyengat as 

fostered partners. Then, there will be a publication in media after the visit.  

Figure 3. 29 Visitting housing-productions in Siak Regency 

 

There were several theme that have written as long as apprenticeship done. 

These were some of titles of smart writing production: 

No Title 

1. Meriahkan Sajian Kue Lebaran dengan Gurih dan Lezatnya Nastar Ratu Penyengat 

 

2. Penuh Antusias, Mahasiswa Fakultas Ilmu Komunikasi Universitas Riau Sambangi PT. 

RAPP dalam Kegiatan Kunjungan Lapangan. 

 

3. Semarak Perayaan Tradisi di Bumi Melayu dalam Menyambut Datangnya Bulan Suci 

Ramadan 

Figure 3. 30 Several Examples of Smart Writing Titles 

 

 

 

  

 

Figure 3. 31 the Working Procedure of Smart Writing Production 

Searching the 
information 

Brainstroming Expanding the idea into 

a sentences, then 

paragraph. 

Writting well according 
5w+1H 
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d. Documenting an event 

Basic skill as External Communications should have is basic photography 

skill. Documenting event is an activity taking a picture of an on going event. 

External Communications need it as a compliment to an article that will be 

published after the event is done.  The apprentice has participated in several event 

such as journalistic forum visit, UNRI communications science faculty field trip, 

and so on.  

 

  

 

 

 

 

 

 

Figure 3. 32 Documenting an Event 

 

 
 

Figure 3. 33 Working Procedure of Documenting Event 

 

e. Product Photoshoot 

Participating in product photoshoot at Rukan. The products referred to 

here are the results of the Community Development program as a contribution to 

APRIL's 2030 commitment to "reach zero extreme poverty" to develop SME-

based businesses fostered and funded by APRIL. As arrived in Rukan, team 

directly setting up the equipment and preparing the product. Also, testing up the 

lighting, camera and trying some picture to get the best angle. The results of this 

product photo will later be printed in APRIL Digest magazine after going through 

the editing process by graphic design.  

 

 

Attanding the event Starting to document event 
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Figure 3. 34 Product photoshoot 

 

 

 

 

 

 

 
 

 

 

 

 

 

Figure 3. 35 the Working Procedure of Product Photoshoot 

f.  Scoring, duplicating, and verifying of external organization proposal 

Scoring proposal means giving scores to the proposals that claim deserve 

to be funded. Proposal that came from external organization or media partner that 

will hold an event and need to be funded from the sponsorship. The proposal 

needs to be copied and approved from finance department.  

 

 

 

Figure 3. 36 the Working Procedure of Scoring the Proposal 

 

 

 

Scoring the proposal  

 

Duplicating Delivering to the finance 

department to get the 

approvement 

The result will 

be processed 

and designed 
by the graphic 

design. 

 

Preparing the things 

needed;  

 

Setting up the room, 
equipment and 

property,  

 

Starting take a picture on 
the products until until the 

intended photo is produced 
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g.  Typing error checking 

A typographical error is a mistake made when typing something. 

Typographical errors are very commonly called typos for short. In this case, the 

APRIL Digest magazine edition 24 needs to re-check before to be printed. 

 

 

 

Figure 3. 37 the Working Procedure of Typing Error Checking 

 

 

h. Subtitling a Speech 

The assignment was writing down what the speaker said. In the present 

instance, the subtitle was written for the director Of Corporate Communications, 

Ms Anita Bernardus, to utilize in her speech at the APR 2
nd

 celebration. The 

following task was written down what Precident Joko Widodo said in 

inauguration APR through youtube. 

Figure 3. 38 Subtiling of Speech 

 

 

 

 

Figure 3. 39 Working Procedure of Making Subtitling 

 

Sending the final 

result by email 

Read carefully Marking the mistyping  

Listening carefully to 

the audio / the video 

Writting down each 

word of the speech 

into sentences using 

Microsoft Word 
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3. Digital Media 

a. Making Instagram (IG) live script 
Instagram live is one of the activities carried out to get closer to Instagram 

followers. Creating and IG live scripts is useful as a guide for the host when doing 

a talk with guest stars, and also as an anticipation if the host forgets the next 

dialogue.  

 

 

 

 

 

 

 

 

Figure 3. 40 IG Live Script 

 

 

 
 

 

Figure 3. 41 Working Procedure of Making IG Live Script 

 

b. Participate in the creation of influencer SOW (Statement of Work) 

SOW Influencer is a final instruction on what influencers must do in a 

project or campaign with colleagues that have been created and agreed upon 

internally. This thing was made for Pekanbaru Citytour, which also collaborates 

with other media and Instagram influencers to introduce electric buses as APRIL's 

commitment to achieve zero carbon emissions.  

 

 

 

 

 

Opening Microsoft 

word 
Creating a script 
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Figure 3. 42 SOW 

  

 

   

Figure 3. 43 the Working Procedure of Making SOW 

 

4. Corporate Event 

a.  Assisting host 

Assisting host means accompany and help the host while leading the guest. 

Such as help to direct the guest, monitoring the guest who taking a picture in not 

allowed area, or helping guests who are out of line. 

b. Serving welcome drink 

Welcome drink is a beverages that serving for the guest after done the tour 

in exhibition center. 

 

 

 

 

 

Figure 3. 44 Welcome Drink 

c. Checking souvenir  

Checking souvenir is an activity to recheck souvenir condition before to be 

given to the guest. There are categories things to check:  

 

Sendingthe final result 

to the influencers 

 

 

 

Open the Microsoft 

Word 

 

Writing down the 

instructions, and then 

discussing internally 
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No Souvenir Checking process 

1. Tumblr a. Make sure the bottle does not 

break and is still airtight. 

b. Make sure the lid is working 

properly 
 

2. Leather Pouch 

 

a. Make sure surfaces are not 

moldy  

b. the zipper is working properly 

 

3. 

 

RGE Pen 

 

a. pen works fine 

 

Figure 3. 45 Things to check 

 

 

 

 
 

 

 

 

Figure 3. 46 Souvenir checking process 

 

d. Joining corporate visit 

The guest who coming to RGE Exhibition Center should fill the guest 

form that will be sent from corporate visit to the user. There are several step that 

user should do taking guest to RGE Exhibition. 

 

 

 

 

 

 

 

Figure 3. 47 the Working Procedure of Taking Guests for Corporate Visit 

User Request by 

email or 
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Corp. Visit send 

the visit form by 
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size) 
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Figure 3. 48 Apprentices Corporate Visit 

 

5. Corporate Event 

a. Making event proposal 

Corporate events are responsible for organizing event concepts in 

accordance with company standards. There are several stages that need to be done 

before an event is held, namely event proposal. 

 

 

 

 

 

 

Figure 3. 49 Event Proposal 

 

 

 

 

 

 

 

 

 

Figure 3. 50 Event Proposals and Event Working Procedure 
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b. Participating in online event 

Participate in the process of room preparation, seating settings, cameras, 

and microphones as well as the operation of zoom applications and event 

documentation throughout the Mental Health webinar 

      Figure 3. 51 Webinar  
 

c. Participating in offline event 

Offline event is an event that is carried out face-to-face between the 

audience and its speakers. Contributing in room preparation, assisting the master 

ceremony or moderator, and documenting events. The one of documenting was 

participating in World Workers Memorial Day 2023 can be seen below: 

       Figure 3. 52 Seminar  

 

d. Event Report 

Contribute on making post-event report or event summary by gathering all 

success metrics and other data such as audience’s feedback, photos that illustrate 

the performance of the event as well as making conclusion, and suggestions and 

criticisms. 
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Figure 3. 53 Even Report 

 

 

 

Figure 3. 54 the Working Procedure of Event Report 

 

e. Other Activity 

1. Participating Visual Management Board (VMB) Presentation  

Visual management board is a board that contain information about 6s 

audit and it’s finding, calender event, organization structure, action plan 

departmental achievements, JDI’s progress, department floor plan. 

 

 

 

 

 

 

   Figure 3. 55 Visual Management Board (VMB) Presentation 

2. Toast Master  

Toast Master is an English club in PT. RAPP that routine held a gathering 

session every Saturday at Corporate Office or April Learning Institute. The 

Apprentice was invited as a guest who participated in table topic speech. 

Organizing event Starting make event 

using Microsoft 

Power Point 

Attaching the main point of the 

event, the feedback or suggestion 

for evaluation 
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Figure 3. 56 Toast Mster 

 

3. Visiting Community Development (CD) 

Community development is a fostered partners for commitment APRIL 

2030 to reduce poverty. CD employees 4 people to produce and create Batik Bono. 

There the guest who coming to Rumah andalan batik will be teached Membatik. 

 

 

 

 

 

 

 

 

Figure 3. 57 Rumah Batik Bono 

 

3.3 Place of Apprenticeship  

The Apprenticeship was started from Jan 16
th
 until May 16

th
, 2023. It was 

been done at PT. Riau Pulp and Paper as a student practical in Corporate 

Communications. 
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3.4 Kind and Description of the Activity 

 The daily activities in Corporate Communications PT Riau Andalan Pulp 

and Paper can be seen in the tables below:  

 

(January 16
th

 until 22
th

, 2023) 

No Day/Date Activity Place 

1 Friday, January 

13
th
  2023 

1. Safety induction  
Safety Campus 

2 Monday, 

January 16
th
  

2023 

1. Allocation of internship locations by 

Campus Relations staff 

2. Self-introduction to all co-worker in 

Corporate Communications 

3. Overviewing explanations about Corporate 

Communications by head of departement 

Corporate 

Communications 

office 

3 

Thursday, 

January 17
th
  

2023 

1. Visiting to visit Kerinci Central Nursery 

(KCN) 

2. Participating in the APRIL Digest 

magazine content-making process.    

1. Documenting activities 

2. Noted the key points of the interviews 

conducted 

3. Learning how to take a great photo-shoot 

for to be printed in APRIL Digest 

magazine. 

KCN 

4. Matching up to the purchase invoices Corporate 

Communications 

office 

4 

Wednesday, 

January 18
th
 

2023 

1. Looking at Visual Management Board 

(VMB) presentation who was delivered by 

Fredrick  

1. Documenting the activity 

2. Introduced to external 

Communications by Mr. Fredrick  

3. News monitoring about: 

1. Restorasi Ekosistem Riau (RER) 

2. Electric Bus  

Corporate 

Communications 

office 

5 

Tuesday, 

January 19
th
  

2023 

1. Briefing on 6s audit 

2. Introducing to Internal Communications 

by Ms. Fitri 

Corporate 

Communications 

office 

6 
Friday, January 

20
th
  2023 

1. Making  Int.Comms’s excel data 

formatted: head of RT/RW, the RT/RW, 

amount of Family at RT/RW,  

2. Updating VMB 

1. Shitketsu 

2. Seiso 

3. Training schedule updated 

Corporate 

Communications 

office 

7 

Saturday, 

January 21
st
 

2023 

Permission 

Table 3. 1 Agenda of the First Week Activities 
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(January 23
th

 until 28
th

, 2023) 

No Day/Date Activity Place 

1 

Monday, 

January 23
th
  

2023 

1. Participating int. Comms campaign which 

was making PPT about: 

1. Abuse of power 

2. Harassment  

3. Discrimination 

2. Making the make a list of names of 
journalistic award participants about RER 

"Anugrah Jurnalistik APRIL-APR" 

formatted: 

1. Name 

2. Phone number 

3. Identity card 

4. Journalistic forum 

5. Mass card 

6. Scientific paper’s title 

7. Links to Papers that have been 

published in the Media 

8. Upload Papers in Microsoft Word 

Format  

Corporate 

Communications 

office 

2 

Tuesday, 

January 24
th
  

2023 

1. Visiting Nastar housing-production “Ratu 

Penyengat” 

1. Helping external communication do 

directly interview with the Nastar 

production member 

2. Documenting the Nastar making-

process 

Desa Penyengat, 

Siak Regency 

3 

Wednesday, 

January 25
th
  

2023 

1. Introducing to Digital Media with Ms. Sari 
2. Making IG live script 

Corporate 

Communications 
office 

4 

Thursday, 

January 26
th
  

2023 

1. Media Monitoring  
Corporate 

Communications 

office 

5 

Friday, 

January 27
th
  

2023 

1. Revising Campaign PPT 

2. Making a copy of External 

Communications document 

3. Filing Internal Communications document  

Corporate 

Communications 

office 

6 
Saturday, 

January 28
th
  

2023 

1. Watching Toast Master speech contest 

APRIL Learning 
Institute (ALI) 

Table 3. 2 Agenda of the Second Week Activities 

 

 (January 30
th

 until February4
th

, 2023) 

No Day/Date Activity Place 

1 

Monday, 

January 30
th

  

2023 

1. Media monitoring  

2. Duplicating and filing of external 

organizations proposal 

3. Continueing making campaign PPT 

Corporate 

Communications 

office 

2 Thursday, 1. Translating  articles Desa Penyengat, 
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January 31
st
  

2023 

2. Translating a PPT into English   Siak Regency 

3 

Wednesday, 

February 1
st
  

2023 

1. Continueing making campaign PPT 

2. Media monitoring 

3. Making event proposal of Hari Sarung  

Corporate 

Communications 

office 

4 

Thursday, 

February 2
nd

   

2023 

1. Media Monitoring 

2. Continueing making campaign PPT  Corporate 

Communications 

office 

5 

Friday, 

February 3
rd

  

2023 

1. Making list of outstanding employee in 

sport, art, hobby, and so on using 

Microsoft Excel formatted: 

1. Name 

2. SAP number 

3. Phone number 

4. Category  
5. Year of acquisition 

6. level of achievement 

7. The achivement 

 

Corporate 

Communications 

office 

6 

Saturday, 

February 4
th

  

2023 

(Half day) 

1. Evaluating and sharing session with 

practical work 

Corporate 

Communications 

office 

Table 3. 3 Agenda of the Third Week Activities 

 

 (February 6
th

 until 11
th

, 2023) 
No Day/Date Activity Place 

1 

Monday, 

February 6
th

  

2023 

 

1. Getting explanation about Mass media  

2. Media monitoring for the latest news  

1. Online; Tribun Pekanbaru.com, 

cakaplah.com, riau24.com, 

riau1.com, riautribune.com 

2. Printed 

Corporate 

Communications 

office 

2 

Thursday, 

February 7
th

 

2023 

1. Duplicating and scoring external event 

proposals 

2. Visiting the Finance Department at Mill 

to verify that the handover of external 

proposals is signed. 

Corporate 

Communications 

office 

3. Visiting the Finance Department at Mill 

to verify that the handover of external 

proposals is signed. 

MILL 

4. Collectting back signed to External 

Communications 

Corporate 

Communications 

office 

3 

Wednesday, 

February 8
th

 

2023 

1. Duplicating and scoring external event 

proposals 

2. Visiting the Finance Department at Mill 

to verify that the handover of external 

proposals is signed. 

3. Preparing office for tomorrow’s 6s 

audit. 

Corporate 

Communications 

office 
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4 

Thursday, 

February 9
th

  

2023 

1. Continueing making campaign PPT 

2. Adding add new nominator for 

outstanding list  

3. Filing Internal Communications 

document 

4. Digital Media: Searching Riau 

influencer 

Corporate 

Communications 

office 

5 

Friday, 

February 10
th
   

2023 

1. Sortering Public Massager from 

Microsoft Publisher into PDF from 2017 

to 2023 

2. Updating Seiketsu and Shitsuke form 

3. Updating JDI progress form 

Corporate 

Communications 

office 

6 

Saturday, 
February 11

th
  

2023 

(Half day) 

1. Joining Toast Master; as an Ah-Counter  
Corporate 

Communications 

office 

Table 3. 4 Agenda of the Fourth Week 

 

(February 14
th

 until April 17
th

, 2023) 

No Day/Date Activity Place 

Sick Leave 

2 

Tuesday, 

February 14
th
  

2023 

 

1. Getting explanation about Mass media  

2. Media monitoring for the latest news  

1. Online; Tribune Pekanbaru.com, 

cakaplah.com, riau24.com, 

riau1.com, riautribune.com 

2. Printing it 

Corporate 

Communications 

office 

3 

Wednesday, 

January 15
th

  

2023 

1. Duplicating and scoring external event 

proposals 

2. Visiting the Finance Department at Mill 

to verify that the handover of external 

proposals is signed. 

3. Collectting back signed to External 

Communications 

Desa Penyengat, 

Siak Regency 

4 
Thursday, 

February 16
th
 

2023 

1. Duplicating and scoring external event 

proposals 

2. Visiting the Finance Department at Mill 

to verify that the handover of external 

proposals is signed. 

3. Preparing office for tomorrow’s 6s 

audit. 

Corporate 
Communications 

office 

5 
Friday, February 

17
th
 2023 

1. Continueing making campaign PPT 

2. Adding add new nominator for 

outstanding list  

3. Filing Internal Communications 

document 

4. Digital Media: Searching Riau 

influencer 

Corporate 

Communications 

office 

6 

Saturday, 

February 18
th
  

2023 

Day Off 

Table 3. 5 Agenda of the Fifth Week Activities 
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 (February 14
th

 until April 17
th

, 2023) 

No Day/Date Activity Place 

1 

Monday, 

February 20
th

  

2023 

1. Sortering format Public Massager from 

Microsoft Publisher into PDF from 2017 to 

2023 

2. Updating Seiketsu and Shitsuke form 

3. Updating JDI progress form 

Corporate 

Communications 

office 

2 

Tuesday, 

February 21
st
 

2023 

1. Making list of kind of fish that living in 

each district of Riau's waters; 

1. It makes in Microsoft Excel  

2. Formatted : 

a. Name  

b. Ordo 

c. Genus 
d. Species 

e. The picture of the fish 

Corporate 

Communications 

office 

3 

Wednesday, 

February 22
nd

 

2023 

1. Making subtitling Indonesia to Indonesia of 

Mr. Joko Widodo at inaugurations of Asia 

Pacific Rayon (APR) 

2. Serving a gift for outstanding employee 

Corporate 

Communications 

office 

3. Joining additional learning assistants to 

receive corporate communication material 

brought to you by external communications. 
Rukan Office 

4 

Thursday, 

February 23
nd

 

2023 

1. Joining VMB's presentation 

2. Continueing serving a gift 

3. Media monitoring about "PT. RAPP Jalan 

Lingkar" 

Corporate 

Communications 

office 

5 

Friday, 

February 24
th

   

2023 

1. Making daily repot 

2. Making Statement of Work (SOW)  

Corporate 

Communications 

office 

6 

Saturday, 

February 25
th

  

2023 

Day off 

Table 3. 6 Agenda of the Sixth Week 

 (February 27
th

 until March 4
th

, 2023) 

No Day/Date Activity Place 

1 Monday, 

February 27
th

 

2023 

1. Monitoring Media  

2. Making an article about Ratu 

penyengat Visit  

Corporate 

Communications office 

2 
Tuesday, 

February 28
th

 

2023 

1. Categorizing news according their 
tone  

1. Forward the file through Email 
Corporate 

Communications office 

3 
Wednesday, 

March 1
st
 2023 

1. Changing and sortering format Public 

Massager from Microsoft Publisher 

into PDF from 2020 to 2023 

2. Fixing and arranging VMB file 

Corporate 

Communications office 
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4 

Thursday, 

March 2
nd

  

2023 

1. Inviting to join One-day Corporate 

visit with media forum: 

1. Tribune Pekanbaru 

2. Kompas 

The route was: 

1. RGE Technology Center (RTC)  

2. Hotel Unigraha 

3. KCN II 

4. MILL (Finishing) 

5. APR  

6. Asia Pacific Yarn (APY) 

Community Development (CD) 

RTC, Hotel Unigraha, 

KCN II, MIlLL, APR, 

APY, CD 

5 
Friday, March 

3
rd

 2023 

1. Joining RTC’s tour with State 

Polytechnic of Bengkalis   
RTC 

6 
Saturday, 

March 4
th
 2023 

1. Sortering Invoices 

2. Completing Daily Report   

Corporate 

Communications Office 

Table 3. 7 Agenda of the Seventh Week Activities 

 

 (March 6
th

 until 4
th

, 2023) 
No Day/Date Activity Place 

1 
Monday, March 

6
th
 2023 

1. Sortering format Public Massager from 

Microsoft Publisher into PDF from 

2020 to 2023  

Corporate 

Communications 

office 

2 
Tuesday, March 

7
th
 2023 

1. Sortering format Public Massager from 

Microsoft Publisher into PDF from 

2020 to 2023 

Corporate 

Communications 

office 

3 
Wednesday, 

March 8th 2023 

1. Sortering format Public Massager from 

Microsoft Publisher into PDF from 

2022 to 2023 

 

Corporate 

Communications 

office 

4 
Thursday, 

March 9th  2023 

1. Inviting to join Corporate Tour with 

Communications Science Department 

 
RTC, Hotel 

Unigraha, KCN II, 

CD 

5 
Friday, March 

10
th
 2023 

1. Rewriting,  duplicating, and sending 

“budget as of February”  

2. Joining Visual Manangement Board 

(VMB)  

3. Renaming APRIL dIgest  

4. Joining intern's matery delivered by ms 
Nesha 

Corporate 

Communications 

Office 

6 
Saturday, March 

11
th
 2023 

Day off 

 

Table 3. 8 Agenda of the Eighth Week Activities 
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 (March 13
th

 until 18
th

, 2023) 

No Day/Date Activity Place 

1 
Monday, March 

13
th

 2023 

1. Media monitoring about: 

1. RAPP’s achievement 

2. Kapolda 

Corporate 

Communications 

office 

2 
Tuesday, March 

14
th

 2023 

1. Media onitoring contract There were 3 

theme that should be looking for: 

1. The advertisement 

2. News 

3. Online news 

4. Positive news from positive third-
party 

Corporate 

Communications 

office 

3 
Wednesday, 

March 15
th 

 2023 

1. Continuieng monitoring publishing Corporate 

Communications 

office   

4 
Thursday, March 

16
th
  2023 

1. Media monitoring about march latest 

news 

 
Corporate 

Communications 

office   

2. Joining External Communications  to 

give a material for AT Rukan 

5 
Friday, March 

17
th

 2023 

Permission 

6 
Saturday, March 

18
th

 2023 

Permission 

Table 3. 9 Agenda of the Nineth Week Activities 

 (March 20
th

 until 25
st
, 2023) 

No Day/Date Activity Place 

1 
Monday, March 

20
th

 2023 

1. Media monitoring from 1998 until 

2022 

Corporate 

Communications 

office 

2 
Tuesday, March 

21
st
 2023 

1. Media monitoring from 1998 until 

2022 Corporate 

Communications 

office 

3 
Wednesday, 

March 22
nd 

 2023 
The Holy Days of Silence Saka New Year 1945 (Nyepi Day) 

4 
Thursday, March 

23
rd

 2023 

1. Inviting to join Corporate Tour with 

Communications Science 

Department 

 

RTC, Hotel Unigraha, 

KCN II, CD  

5 
Friday, March 

24
th

 2023 

1. Rewriting, make a copy, send 

“budget as of February”  

2. Uploading April Digest pdf into 

“My April account” 

Corporate 

Communications 

Office 
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6 
Saturday, March 

25
th

 2023 
Day off 

 

Corporate 

Communications 

Office 

Table 3. 10 Agenda of the Tenth Week Activities 

 

 (March 27
th

 until 1
st 

April, 2023) 

No Day/Date Activity Place 

1 
Monday, March 

27
th
 2023 

1. Translating an article themed National's 

Indonesia Police in Bahasa into English, 
then is copying it into the existing 

template. 
 

Corporate 

Communications 

office 

2 

Tuesday, 

March 28
th
 

2023 

1. Creating a summary of the theory and 

estimationof cost in managerial economic 

book seventh edition 

Corporate 

Communications 

office 

3 

Wednesday, 

March 29
th 

 

2023 

1. Continueing of creating a summary of the 

theory and estimation of cost in 

Managerial economic book seventh 

edition. 

Corporate 

Communications 

office   

4 

Thursday, 

March 30
th
  

2023 

1. Revising summary 

2. Monitoring media and publishing Corporate 

Communications 

office   

5 
Friday, March 

31
st
 2023 

1. Join VMB 

2. Check list tag 6s form 

3. Updating VMB files 

Corporate 

Communications 

Office 

6 

Saturday, April 

1
th

 2023 

(Half day) 

1. Preparing office for tomorrow’s 6s 

update 

 

Corporate 

Communications 

Office 

Table 3. 11 Agenda of the Eleventh Week Activities 

 

 (April 3
rd

 until 8
th

, 2023) 

No Day/Date Activity Place 

1 
Monday, April 3

rd
 

2023 

1. Making IG's story board project 

for Ramadhan content 
2. Compliting daily report 

 

Corporate 
Communications office 

2 
Tuesday, April 4

th
 

2023 

1. Participating in organising mental 

health webinars  RTC 

( People Room) 

3 
Wednesday, April 

5
th 

 2023 

1. Making event report of mental 

health webinar  

2. Making English script of Ms. 

Anita’s Speech 

 

Corporate 

Communications Office   
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4 
Thursday, April 

6
th
  2023 

1. Doing monitoring media contract 

Corporate 

Communications office   

5 
Friday, April 7

th
 

2023 
Death of Jesus Christ/ Good Friday 

6 
Saturday, April 8

th
 

2023 
Day Off 

Table 3. 12 Agenda of the Twelveth  Week Activities 

 

 (April 10
th

 until 15
th

, 2023) 

No Day/Date Activity Place 

1 
Monday, April 

10
th
 2023 

1. Making an article of Ramadan 

Celebrations in Riau Province 

2. Making a list of advertising  

3. Scoring proposal 

 

Corporate 

Communications 

office 

2 
Tuesday, April  

11
th
  2023 

1. Sortering public massanger     
2. Visiting Finance Department  

3. Making Public Massanger report 

Corporate 
Communications 

office 

4. Helping to pick up, prepare, and put 

APRIL’S sticker for Ied Fith 

employee hampers MILL Office 

3. 
Wednesday, 

April 12
th

 2023 

1. Ensuring and preparing meeting room 

2. Re-updating JDI form on VMB 

3. Fixed corrupted, uninstalled, and 

unupdated employee VMB files. 

Corporate 

Communications 

office 

4 
Thursday, April 

13
th
 2023 

1. Translating an articles 

2. Making copies of employee contract 

3. Filing internal documents 

RTC, Hotel Unigraha, 

KCN II, CD 

5 
Friday, April 

14
th
 2023 

1. Joining offline seminar about 

International Workers Memorial Day 

2023” 

2. Learning how to make and design an 

eye-chatching Instagram story for 

published 

Corporate 

Communications 

Office 

6 

Saturday, March 

15
th
 2023 

(Half Day) 

1. Joining Toast Master  

ALI 

Table 3. 13 Agenda of the Thirdteenth Week Activities 

 (April 17
th

 until 22
nd

, 2023) 

No Day/Date Activity Place 

1 
Monday, April 

17
th
 2023 

1. Translating article from The Jakarta 

Post 

2. Getting a lesson about basic 

journalistic from external 

communications. 

3. Making an article about Ied-Fith 

Corporate 

Communications 

office 
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2 
Tuesday, April  

18
th
  2023 

1. Sortering public massanger     

2. Visiting Finance Department  

3. Making Public Massanger report 

Corporate 

Communications 

office 

4. Helping to pick up, prepare, and put 

APRIL’S sticker for Ied Fith employee 
hampers MILL Office 

3. 
Wednesday, 

April 19
th

 2023 

1. Updating event calendar 

2. Joining VMB presentasion which was 

delivered by Ms. Kiki 

3. Documenting VMB presentation 

1. Print out the picture 

2. Put the print out picure in file  

Corporate 

Communications 

office 

Table 3. 14 Agenda of the Thirteenth Week Activities 

 (April 17
th

 until 22
nd

, 2023) 

No Day/Date Activity Place 

1 Thursday, April 

20
th 

– May 28 th 

2023 

Ied Al-Fitr Leave 

Table 3. 15 Agenda of the Fifthteenth Week Activities 

 

 (April 17
th

 until 22
nd

, 2023) 

No Day/Date Activity Place 

1. 
Monday, May 1

st
   

2023 
International Labor Day 

2. 
Tuesday, May 

2
nd

 2023 

1. Learning how to operate Microsoft 

Publisher and how to write the correct 

E-mail among employee 

2. Media monitoring 
3. Creating a template using Microsoft 

Excel “ EXPENSE CLAIM FORM” 

for Internal Communications 

Corporate 

Communications 
office 

3. 
Wednesday, May  

3
rd

 2023 

1. Booking and preparing meeting room 

2. Summary an article about IBM from 

Ms. Fitri 

3. Update Shitsuke finding 

Corporate 

Communications 

office 

 

4. 
Thurday, May 4

th
 

2023 

1. Creating an article  

2. Making holiday calendar for VMB 

3. Checklist employee 6s form 

Corporate 

Communications 

office 

 

5. 
Friday, May 5

th
 

2023 
1. Monitoring Publishing 

Corporate 

Communications 

office 

 

5. 
Saturday, May 

6
th
 2023 

1. Moving to RTC 

2. Getting lesson about Corporate 

Communications 

3. Getting lesson about  Corporate Visit 

and Event 

RTC 

Table 3. 16 Agenda of the Sixteenth Week Activities 
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 (May 8
th

 until 22
nd

, 2023) 

No Day/Date Activity Place 

1 
Monday, 

May8
th

 2023 

1. Helping the visit team prepare for guest 

visits at the Exhibition Center prepare 

souvenirs, meeting rooms 

2. Joining Mentor reviewing new Host for 

Indonesian and Mandarin  

RTC 

2 
Tuesday, May 

9
th

 2023 

1. Ensuring that the Exhibition Center area 

is always in a state of compliance and 

all equipment is functioning properly. 

2. Assisting the visiting team in 

accompanying guests (Rector and Dean 

of Faculty of Vocational College UGM) 

3. Assisting  the visiting team in 
accompanying guests ( KAO, Japan) 

RTC 

3 
Wednesday, 

May 10
th 

 2023 

1. Assiting visit team in picking up stuff in 

mill office 

2. Joining Mentor reviewing new Host for 

Indonesian and Mandarin 

RTC 

4 
Thursday, May  

11
th

  2023 

1. Helping the visit team prepare for guest 

visits at the Exhibition Center 

(preparing souvenirs, meeting rooms 

and taking guest visit documentation). 

2. Joining mentor reviewing new Host for 

Indonesian and Mandarin 

RTC 

5 
Friday, March 

12
st
 2023 

1. Learning about how to fulfill guest form 

2. Learning how to check proper souvenir, 

room, and welcome drink that will be 

given for guest   

Corporate 

CommRTCications 

Office 

6 
Saturday, 

April 13
th
 2023 

Day Off 

Table 3. 17 Agenda of the Seventeenth Week Activities 

 (May 8
th

 until 22
nd

, 2023) 

No Day/Date Activity Place 

1 

Monday, 

May 15
th

 

2023 

1. Assisting the visiting team in 

accompanying guests (Universiti 

Teknologi PETRONAS, University 

Islamic Riau) 

RTC 

2. Revising Apprenticeship report Corporate 

Communications 

office 

2 

Tuesday, 

May 16
th

 

2023 

1. Doing the Apprenticeship final 

presentation Corporate 

Communications 

office 

Table 3. 18 Agenda of the Last Week Activities 
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CHAPTER IV 

CONCLUSION AND SUGGESTION 

 

4.1 Conclusion  

After doing, the apprenticeship program at Corporate Communications PT. 

Riau Andalan Pulp and Paper there is some conclusion as follow: 

1. There are some kinds of job done during the apprenticeship ;  

 

1. Internal 

Communications 

a. Participating in APRIL Digest’s content  

b. Updating Visual Management Board 

c. Preparing for 6s audit (Seiri, Seiton, Seiso, Seiketsu, 

Shitketsu, Safety) 

d.  Collecting data and content for 

Infography   

e. Filing 

f. Matching up purchasing invoices 

g. Sortering Public Massager (PM) 

h. Rename APRIL Digest 

i. Participating campaign making-process 

j. Translating  

k. Summarizing material 

l. Making employee data 

m. Making list of nominating outstanding employee 
n.  Serving a gift for Coffe time with COO 

o. Rewrite a file 

p. Making 3D Styrofoam letters 

2. External 

Communicatons 

a. Monitoring news and publishing 

b. Translating article 

c. Smart writing production   
d. Documenting event and product photoshoot 

e. Scoring and duplicating of proposal 

f. Typing error checker in APRIL Digest 

g. Subtitling 

3. Digital Media 

a. Making Instagram (IG) live script 

b. Making Statement of Work 

4. Corporate Visit 

a. Assisting host 
b. Serving welcome drink 

c. Checking Souvenir 

d. Joining corporate visit 

5. Corporate Event 

a. Making event proposal 

b. Making event report 

c. Participating and preparing in organizing for online and 

offline event  
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6. Other Activity 

a. VMB presentation 

b. Toast Master  

c. Visiting Community Development (CD) 

d. Updating event calendar 

Table 4. 1 Kinds of Job 

 

2. There were several documents used for activity while doing 

apprenticeship program; Feedback form, 6s handling book, media and 

publication proof. 

3. All working procedures carried out during the apprenticeship at 

Corporate Communications are carried out in accordance with the 

provisions of the SOP that apply in the Corporate Communications. 

 

4.2 Suggestions 

Lecturers and KP coordinators directly or indirectly monitor students who 

conduct KP. Its aim is to assess student performance and assist in the resolution of 

problems that may arise in their respective workplaces. A briefing on student 

placement specifications and a general overview of the company is also required 

so that students can better prepare. 
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APPENDIX A 

 

Certificate 
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APPENDIX B 

 

Evaluation form 
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APPENDIX C 

 

Reply of Apprenticeship Letter 
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APPENDIX D 
 

REVISION LIST 
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APPENDIX E 
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   59 

  

APPENDIX F 

 

Corporate Communications Team 
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APPENDIX G 
 

Overview in RGE Exhibition Center (RTC) 
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APPENDIX H 

 

Overview in Kerinci Center Nursery II (KCN II) 
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APPENDIX I 
 

Overview in Asia Pacific Rayon (APR) 
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APPENDIX J 

 
DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date      : 13 January 2023 

 

No Job Description Supervisor Signature 

1. 

 

Safety Campus Tengku Kespandiar  

 Note :   

 

NO Picture Information 

 

 

 

 
Provision of safety 

direction by K3 staff and 

head of security For 

every negligence that 

occurs there is a valid 

violation ticket. The 

purpose of applying this 
ticket is as a sanction so 

that employees are more 

careful about personal 

safety during work and 

to reduce work accidents 

in the field. 
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DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday 

Date  : January, 16
th

 2023 

 

No Job Description Supervisor Signature 

1.  First day of Intern 

 

Budhi firmansyah  

 

 Note :   

 

NO Picture Information 

  

 

Meet the mentor and advisor in 

corporate communication. They 

are ms. Fitri jayanti and Mr. 

Budhi Firmansyah. I was 

joining internal communication. 

Then we were introduced with 

another Corporate 

Communication team.  
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DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : January, 17
th

 2023 

 

No Job Description Supervisor Signature 

1.  Visiting kerinci central nursery for 

taking a photo and interviewing the 

stakeholder  for april digest 

magazine content. 

Fitri Jayanti 

 

 Note :   

 

NO Picture Information 

  

 

 

Kerinci Central Nursery II 

(KCN II) 
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DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday 

Date  : January, 18
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

 

2. 

Seing VMB's presentation who 

delivered by Mr. Fredrick. 

 

 

Matching up invoice  

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

  

 

VMB (Visual Commuication 

Board ) is a board that a kind of 

of bulletin board that describes 

a goal or process that will be 

completed soon. As a result, 

each division will explain what 

they are currently working on, 

how far they have progressed, 

and what problems have 

emerge. 
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DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : January, 19
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

2.  

Briefing on 6s and a lesson about 

internal communication with ms. 

Fitri  

Resuming the material that just 

delivered 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   

 

 

Explaination about the jobdesk, 

the software currently used, 

main job, the job progress, and 

so on 
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DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : January, 20
th

 2023 

 

No Job Description Supervisor Signature 

1. 

2. 

3. 

Making an employee excel data  

Doing VMB's update 

Making employee training schedule 

using microsoft excel  

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   
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DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday 

Date  : January, 23
rd

 2023 

 

No Job Description Supervisor Signature 

1. 

 
Making PPT about harrasment, 

abuse of power, and 

discrimination for Internal 

Communications 
 

Fitri Jayanti  

 

 Note :   

 

NO Picture Information 

1.   

 

 

Beside put the defenition, 

also include the example, 

and how to deal with that.  

Abuse of power is an 

action taken by a public 

official or ruler with a 

specific interest agenda, 

both for individual interests 

and the interests of groups 

or corporations. 

Harrasment is an act that 

describes how people are 

constantly chasing other 

people online with the 

intention of scaring or 

embarrassing the victim. 

Discrimination is is the act 
of making unjustified, 

prejudiced distinctions 

between people based on 

the groups, classes. 
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DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : January, 24
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Visited Nastar housing-production  

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   

 

 

Visiting the Ratu Penyengat 

nastar production house in 

Penyengat Village, Sungai Apit, 

Siak Regency (24/1/23). Known 

as the second largest pineapple 

producing area in Siak Regency, 

it is used by local residents to 

produce delicious snacks that 

are no less delicious than other 

products. 

Jonathan, as the head of the 

production house, also 

participated in this visit to see 

directly the nastar-making 

process, from the kneading 

process to the ready-to-pack 

cakes. Not only nastar, there are 
also several variations of cakes 

and pineapple preparations that 

are produced here, namely 

Moon cake, Nata De Pina, and 

pineapple jam. The packaging is 

designed with APRIL's reliable 

graphic design, 

 

 

 



 

 

   71 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday 

Date  : January, 25
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

2. 

Making IG live script  

Getting a lesson from ms. Sari about 

sosial media specialist 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   

 

 

Ms. Sari is responsible for 

managing corporate social 

media. There are 2 social 

media that is managing of 

corporate communication 

employee. They are 

IG :@sahabatrapp, and 

IG:@asiapacificrayon. A 

social media special built 

corporate branding by post 

corporate program, facility, 

the newest activity, and so 

on. They often do IG live, 

games, and quizs to built 

interaction with followers. 

RAPP also has social media 

ambasador. Social 
ambasador is an employee 

who has many followers on 

social media.  

 

 

 

 

 



 

 

   72 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : January, 26
th

 2023 

 

   Job Description Supervisor Signature 

1. 

2. 

Making 3D stryfoam  letters 

Revising ause of power campaign 

PPT 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   

 
 

 

 

 

 



 

 

   73 

  

 

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : January, 27
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

2. 

Participating in product photo 

session  

Translating chinese new year quiz 
 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   

 

 

This product photo session 

would be printed on APRIL 

digest magazine.  

 

 

 

 

 



 

 

   74 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Saturday 

Date  : January, 28
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 
Seeing toast master  speech 

contest 
 

 

Budhi firmansyah  

 

 Note :   

 

NO Picture Information 

1.  

 
 

 

Toast Master is a corporate 

English club focus on 

improve public speaking and 

critical thinking skill.  In this 

contest there are two 

category. They are table topic 

and speech. The Apprentices 

was coming as guest. 

 

 

 

 

 



 

 

   75 

  

 

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday 

Date  : January, 30
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 
Media monitoring 
 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

 

 

 

Media monitoring about 

RER 
 

 

 

 

 



 

 

   76 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : January, 31
th

 2023 

 

No Job Description Supervisor Signature 

1. 

2. 

 

 

Media monitoring 

Making a copy of ms. Nesha's 

document  
 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

 

 

 

Media monitoring about 

RER 
 

 

 

 

 

 

 

 



 

 

   77 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday - Saturday 

Date  : February 31
st 

– 3
rd

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Continuing the making an English of 

Abuse of power, harrasment, and 

discrimination. 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   

 
 

 

 

 

 

 

 

 



 

 

   78 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday 

Date  : February, 4
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Evaluating and sharing session with 

mr. Budhi 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   

 
 

 

 

 

 

 

 

 



 

 

   79 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : February, 7
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Duplicating of  external organization 

proposals 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   

 

 

There were 4 proposals that 

have been got acceptance for 

disbursement of funds. The 

copies aim asan  archive for the 

corporate. 

 

 

 

 

 

 



 

 

   80 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday 

Date  : February, 8
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Adding new nominator for 

outstanding list. 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

 

 

 

 

 

 

 



 

 

   81 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : February, 9
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Adding new nominator for 

outstanding list. 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

 

 

 

 

 

 

 



 

 

   82 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : February, 10
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Digital media : Searching for 

influencers 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

 

 

 

 

 

 

 

 



 

 

   83 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : February, 10
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Translating Internal Communications 

document. 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   The document was using for 

Internal Communications 

necessary. 

 

 

 

 

 

 



 

 

   84 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Saturday 

Date  : February, 11
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Joining Toast Master Riau fiber 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   On a roll as an Ah-counter, who 

kept track of how many 

speakers said but, ah, um, and, 

like. 

 

 

 

 

 

 



 

 

   85 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday - Friday 

Date  : February, 14
th 

– 16
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Making list of kind of fish that livin 

in Riau's waters 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

 

This list was made by the 

apprentice for Internal 

Communications campaign. 

 

 

 

 

 



 

 

   86 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : February, 17
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Adding employee names to the list of 

outstanding employees 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   . 

 

 

 

 

 



 

 

   87 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : February, 21
st
 2023 

 

No Job Description Supervisor Signature 

1. 

 

Summarizing  judges scores for 

LKTJ  

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

 

It aims for search the winner of 

LKTJ. The winner announced in 

pekanbaru on 22nd february 

2023 

 

 

 

 

 

 



 

 

   88 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday 

Date  : February, 22
nd

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Visiting Batik Bono House  

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   Visited and attempting to make 

a batik bono with Ms. Sisil, Ms. 

Fitra, and Ms. Ade as guides 

and trainers. 

  

 

 

 

 

 

 



 

 

   89 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : February, 23
rd

 2023 

 

No Job Description Supervisor Signature 

1. 

 

Remake what mr. Jokowi said in his 

inauguration speech at APR official 

announcement 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.   The final result will be putted as 

subtitle on Youtube channel 

APR 

 

 

 

 

 



 

 

   90 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : February, 24
th

 2023 

 

No Job Description Supervisor Signature 

1. 

2. 

3. 

Countinueing serving a gift 

Joining VMB's presentation  

Made media monitoring about "PT. 

RAPP Jalan Lingkar" 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   91 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday 

Date  : February, 27
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Making SOW  

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

   

SOW(statement of work) is 

a guidance and rules that 

made for influncer that will 

upload on their instagram 

content.  

 

 

 

 

 

 



 

 

   92 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : February, 28
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Categorizing news according their 

tone  

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.    

 

This is a way of external 

Communications for 

controlling the issues about 

PT. RAPP 

 

 

 

 

 



 

 

   93 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday 

Date  : March , 2
nd

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Inviting to join Corporate Tour 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.     Joined with other guest which 

are media such as kompas, 

tribunpekan baru, and so on. 

First RAPP's The guests was 

taken to got  corporate tour. 

Then we had lunch in unigraha 

hotel.  

 

 

 

 

 

 



 

 

   94 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : March , 3
rd

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Rtc's company touring  

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

   

This tour was hold in 

RTC with POLBENG 

tertiatry and AT 

participants. We had 

ms chindy as the host. 

 

 

 

 

 

 



 

 

   95 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : March , 4
th

  2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Compliting daily activity report 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.    

 

 

 

 

 

 

 



 

 

   96 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday - Wednesday 

Date  : March , 6
th 

– 8
th
 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Sortering File 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.     Reformating extention from 

microsoft presentation to  pdf. 

 

 

 

 

 

 



 

 

   97 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : March , 9
th

  2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Inviting to join Corporate Tour 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.     In this occasion, the tour done 

with FIKOM UNRI 2020. The 

route start at RTC, Unigraha 

hotel, KCN 2, and the last one is 

CD area. 

 

 

 

 

 

 



 

 

   98 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : March , 10
th

  2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Was helping made "Budget as of 

February  2023" 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.     This file made through 

microsoft word then it got print, 

and it was sent by E-mail to mr. 

Erick 

 

 

 

 

 

 



 

 

   99 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday-Thursday 

Date  : March , 13
th

-16
th

  2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Monitoring media 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.    

 

 

Newest news on march about 

Kapolda, and RAPP'S 

achievement. 

 

 

 

 

 

 



 

 

   100 

  

THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : March , 17
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Making a Timeline on paper 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.     It was about the history of 

fisheries in Riau. The source 

was sent by Google. 

 

 

 

 

 

 

 

 



 

 

   101 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : March , 23
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

 Joining VMB presentation  

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      The presentation was delivered 

by Mr. Jepri 

 

 

 

 

 

 



 

 

   102 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : March , 24
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

 Submitt resuming  managerial 

economics.  

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

    

This material used for internal 

communication necessary 

 

 

 

 

 



 

 

   103 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday 

Date  : March , 27
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Translating PPT 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

    

Translating a PPT themed 

National's Indonesia Police in 

Bahasa into English, then 

copying it into the existing 

template. 

 

 

 

 

 

 



 

 

   104 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : March, 28
th 

-31
st
  2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Creating a summary  

 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.  

    

Creating a summary of the 

theory and estimation of cost in 

Managerial economic book 

seventh edition. 

 

 

 

 

 

 



 

 

   105 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday 

Date  : April, 3
rd

  2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Making IG's story board project for 

Ramadhan content 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.       

 

 

 

 

 



 

 

   106 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : April, 4
th

2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Participating in organising mental 

health webinars  

 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.       

 

 

 

 

 



 

 

   107 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday 

Date  : April, 5
th

2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Making Event Report of yesterday's 

webinar  

 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      Contribute on making 

post-event report or 

event summary by 

gathering all success 

metrics and other data 

such as audience’s 

feedback, photos that 

illustrate the 

performance of the event 

as well as making 

conclusion, and 
suggestions and 

criticisms. 
 

 

 

 

 

 



 

 

   108 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : April, 6
th

2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Joining VMB presentation 

 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   109 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday 

Date  : April, 10
th
2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Continuing making event 

report 
 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.    

 

 

 

 

 

 

 



 

 

   110 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday - Thursday 

Date  : April, 11
th 

– 13
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Media Monitoring 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.    

 

Doing media monitoring from 

1998-2023 

 

 

 

 

 



 

 

   111 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : April, 14
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Participating and Joining offline 

seminar about International Workers 

Memorial Day 2023” 

 

 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.     Contributing in room 

preparation, assisting the master 

ceremony or moderator, and 

documenting events 

 

 

 

 

 



 

 

   112 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Saturday 

Date  : April, 15
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Joining as a guest in toast master 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   113 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday 

Date  : April, 17
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Translating article from The Jakarta 

Post 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.     The final translation will be 

publish by External 

Communications  

 

 

 

 

 



 

 

   114 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : April, 18
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Helping to pick up, prepare, and put 

APRIL’S sticker for Ied Fith 

employee hampers  

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.     The hampers will be shared to 

the employee 

 

 

 

 

 



 

 

   115 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : April, 19
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

. 

Joining VMB Presentation Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.    

 

 

 

 

 

 

 



 

 

   116 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : May, 2
nd

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Media monitoring 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.    

 

The key word was about 

environment 

 

 

 

 

 



 

 

   117 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday 

Date  : May, 3
rd

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Booking and preparing meeting 

room 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   118 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : May, 4
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Making holiday calendar for VMB 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   119 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : May, 5
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Monitoring Publishing  Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   120 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Saturday 

Date  : May, 6
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Helping the visit team prepare for 

guest visits at the Exhibition Center 

prepare souvenirs, meeting rooms 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   121 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Tuesday 

Date  : May, 9
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Assisting the visiting team in 

accompanying guests (Rector and 

Dean of Faculty of Vocational 

College UGM) and  ( KAO, Japan) 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   122 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Wednesday 

Date  : May, 10
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Assiting visit team in picking up 

stuff in mill office. 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   123 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Thursday 

Date  : May, 11
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Helping the visit team prepare for 

guest visits at the Exhibition Center 

(preparing souvenirs, meeting rooms 

and taking guest visit 

documentation). 

 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   124 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Friday 

Date  : May, 12
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Learning how to check proper 

souvenir, room, and welcome drink 

that will be given for guest   

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      

 

 

 

 

 



 

 

   125 

  

DAILY ACTIVITY 

ON THE JOB TRAINING (KP) 

 

Day  : Monday 

Date  : May, 15
th

 2023 

 

No Job Description Supervisor Signature 

1. 

 

 

Assisting the visiting team in 

accompanying guests (Universiti 

Teknologi PETRONAS, University 

Islamic Riau) 

Budhi firmansyah 

 

 Note :   

 

NO Picture Information 

1.      
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