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PREFACE 

Assalamualaikum wr. Wb. Peace be upon you, and Allah mercy and 

blessings Praise for the blessings and grace of Almighty God, who has 

provided health and opportunities to the author so that he can complete 

practical work activities and have completed practical work reports that the 

authors do at PT. Indah Kiat Pulp & Paper Tbk – Perawang Mill on time, 

namely from January 12th until June 9th 2023. 

The authors also express their gratitude to all employees of PT. Indah 

Kiat Pulp & Paper Tbk – Perawang Mill who are very kind, friendly and 

accept the writers to join and have an opportunity to become one of the 

family members of PT. Indah Kiat Pulp & Paper Tbk – Perawang Mill. 

In compiling this Job Training report, the author realizes that without 

the guidance from various parties this job training report cannot be 

completed in a specific time, so the authors want to thank all those who 

have been involved and assisted the author. Related parties include: 

1. Mr. Johny Custer., MT as the Director of State Polytechnic of 

Bengkalis. 

2. Mr. Armada., MT, as Deputy Director I of State Polytechnic of 

Bengkalis. 

3. Ms. Supriati, S.ST., M.Si as the Head of the Department of 

Business Administration. 

4. Ms. Wan Junita Raflah, B.Sc., M.Ec. Dev as the Head of 

International Business Administration Study Program. 

5. Mr. M. Alkadri Perdana, B.IT., M.Sc as the coordinator of 

Appreanticeship of International Business Administration Study 

Program. 

6. Ms. Yunelly Asra, SE., MM as the advisor of this job training 
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report. 

7. Lecturers, especially the D-4 Study Program in International 

Business Administration who have taught during the lecture. 

8. Lecturers and employees of State Polytechnic of Bengkalis who 

have collaborated in the lecture process to the preparation of this 

Undergraduate thesis 

9. Father and beloved mother and all family members who always 

provide support both materially and spiritually with patience. 

 
May the morals and sincerity given by Allah SWT be rewarded. The 

author realizes that in the preparation of this Job Training Report is still far 

from perfect, therefore criticism and suggestions are highly expected. 

Finally, I hope this Internship Report can be useful for all parties who need 

it in the future. 

 

 

 

 
Bengkalis,….August 2023 

 

 

 
 

Zalida 

 
  



v 
 

 

TABLE OF CONTENTS 

 

COVER .......................................................................................................... i 

PREFACE .................................................................................................... ii 

TABLE OF CONTENTS ............................................................................. v 

LIST OF FIGURES .................................................................................. vii 

LIST OF TABLES ................................................................................... viii 

LIST OF APPENDICES ............................................................................. ix 

 

CHAPTER I INTRODUCTION ............................................................... 10 

1.1 Background of the Apprenticeship ............................................ 10 

1.2 Purpose of the Apprenticeship ................................................... 12 

1.3 Significances of the Apprenticeship .......................................... 12 

 

CHAPTER II GENERAL DESCRIPTION OF THE COMPANY ....... 14 

2.1     Company Profile ....................................................................... 14 

2.2     Vision and Mission ................................................................... 20 

2.3      Kind of Business ...................................................................... 20 

2.4     Organization Structure .............................................................. 21 

2.5     The Working Process ................................................................ 22 

2.1      Document Used for Activity .................................................... 24 

 

CHAPTER III SCOPE OF THE APRRENTICESHIP ........................ 26 

3.1     Job Description ......................................................................... 26 

3.2     Systems and Procedures ........................................................... 26 

 3.2.1   System ............................................................................ 26 

 3.2.2   Procedures ...................................................................... 27 

3.3    Place of Apprenticeship ............................................................. 29 

3.4    Obstacle and Solution ................................................................ 38 

  



vi 
 

 

3.4.1   Obstacle  ......................................................................... 39 

3.4.2   Solution........................................................................... 39 

CHAPTER IV CONCLUSION AND SUGRSTION ............................. 40 

 4.1   Conclusion ............................................................................. 40 

 4.2   Sugestion ............................................................................... 40 

REFERENCES .......................................................................................... 41 

APPENDICES ............................................................................................ 42 

 

 
 

 

  



vii 
 

LIST OF FIGURES 

  

Figure 2. 1 PT Indah Kiat Pulp & Paper Tbk ......................................................... 17 

Figure 2. 2 The Organization Structure of PT Indah Kiat Pulp & Paper Tbk ........ 22 

Figure 2. 3 The working process of Invoice, OP Team ......................................... 23 

Figure 3. 1 Flowchart of Accepting Incoming Invoices ........................................ 28 

Figure 3. 2 Flowchart of Fill out the Paper Assistance Handover Forms .............. 28 

 

 

 

 

 

  



viii 
 

LIST OF TABLES 

 

Table 3. 1 The Working schedule of PT Indah Kiat Pulp & Paper Tbk – Perawang 

Mill ......................................................................................................................... 29 

Table 3. 2 Daily Activities of January 12th , 2023 to January 13th, 2023 ............... 29 

Table 3. 3 Daily Activities of January 16th, 2023 to January 20th, 2023 ................ 30 

Table 3. 4 Daily Activities of January 23rd , 2023 to January 26th, 2023 .............. 31 

Table 3. 5 Daily Activities of April 10th, 2023 to April 14th, 2023 ........................ 32 

Table 3. 6 Daily Activities of April 17th, 2023 to April 21st, 2023 ........................ 33 

Table 3. 7 Daily Activities of April 24th, 2023 to April 28th, 2023 ........................ 33 

Table 3. 8 Daily Activities of May 01st, 2023 to May 5th, 2023 ............................ 34 

Table 3. 9 Daily Activities of May 08th, 2023 to May 12th, 2023 .......................... 35 

Table 3. 10 Daily Activities of May 15st, 2023 to May 19th, 2023 ........................ 36 

Table 3. 11Daily Activities of May 22th, 2023 to May 26th, 2023 ......................... 37 

Table 3. 12 Daily Activities of May 29th, 2023 to June 02nd, 2023 ....................... 37 

Table 3. 13 Daily Activities of June 05th, 2023 to June 09th, 2023 ........................ 38 

 



ix 
 

LIST OF APPENDICES 

 

Appendix 1: Figure of Job Description ....................................................................... 40 

Appendix 2: Apprenticeship Statement Letter ............................................................ 43 

Appendix 3: List of Attendance .................................................................................. 43 

Appendix 4: Appraisal Form ....................................................................................... 43 

Appendix 5: Daily Activity on the Job Training ......................................................... 43 

 

 

 

 

  


	COVER
	VALIDITY SHEET
	PREFACE
	TABLE OF CONTENTS
	LIST OF FIGURES
	LIST OF TABLES 
	LIST OF APPENDICES

