
 

APPRENTICESHIP REPORT 

 

PT PACIFIC INDOPALM INDUSTRIES 

HUMAN RESOURCES AND GENERAL AFFAIRS 

(HRGA) DEPARTMENT 

 

 

 

 

ZIDAN NURHISYAM 

5404211397 
 

 

 

 

 

 

 

 

 
APPLIED BACHELOR DEGREE OF INTERNATIONAL 

BUSINESS ADMINISTRATION STUDY PROGRAM 

BUSINESS ADMINISTRATION DEPARTMENT 

STATE POLYTECHNIC OF BENGKALIS 

2025 



i  

 

 



ii  

 

ACKNOWLEDGEMENT 

 

Praise the presence of Allah SWT who always provides health, both 

physical health and spiritual health, and provides opportunities for writers to be able 

to complete the apprenticeship report. Shalawat and greetings are also given to our 

lord the great prophet Muhammad SAW, for all the struggles and trusts he gave that 

brought us from the age of jahiliyah to this age of science. 

This apprenticeship is one of the State Polytechnic of Bengkalis programs, 

especially the Department of Commercial Administration which must be followed 

by all State Polytechnic of Bengkalis students in applying new knowledge and 

experience in supporting the knowledge gained in lectures. This report is expected 

to increase creativity and knowledge for both writers and readers, the author would 

like to thank all parties who have helped in carrying out Apprenticeship until the 

preparation of this report properly. On this occasion, the author would like to 

express gratitude to the parties concerned, namely: 

1. Mr. Johny Custer, ST., M.T as the Director of State Polytechnic of Bengkalis 

2. Mr. Romadhoni, S.T., M.T as the Deputy Director I of State Polytechnic of 

Bengkalis 

3. Mrs. Supriati, S.ST., M.Si as the Head of Business Administration 

Department 

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

Business Administration Study Program and the Academic Supervisor 

Lecturer of Semester VIII Class B of the Intenational Business 

Administration Study Program. 

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

international business administration study program 

6. Mr. Teguh Widodo, S.Sos., M.SM., M.Rech as Apperenticeship Supervisor 

of the International Administration Study Program. 

7. All lecturers and laboratories of the Department of Commercial 

Administration, especially the International Business Administration Study 

Program of State Polytechnic of Bengkalis 



iii  

 

 



iv  

 

TABLE OF CONTENT 

APPROVAL SHEET ............................................................................................... i 

ACKNOWLEDGEMENT ..................................................................................... ii 

TABLE OF CONTENT ........................................................................................ iv 

LIST OF TABLES ................................................................................................. vi 

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

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

CHAPTER I INTRODUCTION ........................................................................... 1 

1.1 Background of the Apprenticeship ............................................................. 1 

1.2 Purpose of the Apprenticeship .................................................................... 2 

1.3 Significances of the Apprenticeship ........................................................... 3 

CHAPTER II GENERAL DESCRIPTION OF THE COMPANY ................... 4 

2.1 Company History ....................................................................................... 4 

2.2 Vision and Mission ..................................................................................... 6 

2.3 Kind Of Business ....................................................................................... 7 

2.4 Organizational Structure............................................................................. 9 

2.5 The Working Process ................................................................................ 11 

2.6 Documents Used for Activities ................................................................ 11 

CHAPTER III SCOPE OF THE APPRENTICESHIP ..................................... 18 

3.1 Job Description ......................................................................................... 18 

3.2 Systems and Procedures ........................................................................... 24 

3.2.1 System ........................................................................................ 24 

3.2.2 Procedure ................................................................................... 25 

3.3 Place of Apprenticeship ............................................................................ 30 

3.4 Kind and Descriptions of Activity ............................................................ 30 

3.5 Obstacles and Solution................................................................................. 

CHAPTER IV CONCLUSION AND SUGGESTION ...................................... 43 

4.1 Conclusion ................................................................................................ 43 

4.2 Suggestion ................................................................................................ 44 

REFERENCES ..................................................................................................... 45 



v  

APPENDICES ...................................................................................................... 46 


	COVER
	APPROVAL SHEET
	ACKNOWLEDGEMENT 
	TABLE OF CONTENT 

