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CHAPTER I 

INTRODUCTION 
 

1.1 Background of the Apprenticeship 

Apprenticeship is a form of vocational education that aims to provide real 

work experience through direct involvement in industry and related institutions. 

This activity is designed to bridge the theory learned in the classroom with practice 

in the field, so that students can understand the application of knowledge in real 

work situations. Through apprenticeships, students have the opportunity to hone 

their technical skills, develop critical thinking and problem-solving abilities, and 

understand the professional work culture that is required in the modern workplace. 

In addition, apprenticeships also encourage the improvement of communication 

skills, discipline, and the ability to work in teams, which play an important role in 

the formation of professional competencies. Thus, apprenticeships are an important 

part of the learning process because they equip students with real-world experience 

that cannot be fully obtained from classroom lectures. 

Established in 2000 and officially recognized as a state institution since 

2011, State Polytechnic of Bengkalis is one of the state vocational colleges located 

in Bengkalis Regency, Riau, with a commitment to producing competent and highly 

competitive graduates. As a vocational college, this institution implements a 

practice-based curriculum with a learning composition of 40% theory and 60% 

practice. The implementation of this composition is in line with the objectives of 

vocational education, which emphasizes the mastery of practical skills in 

accordance with the needs of the industrial world. In addition, this college also 

collaborates with various parties, both government and private, to support the 

relevance of learning to the world of work. Currently, there are eight departments 

with various study programs. These departments include Naval Engineering, 

Mechanical Engineering, Electrical Engineering, Civil Engineering, Business 

Administration, Information Technology, Language Department and Maritime. 

Each department is designed to meet the need for skilled workers in line with 
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technological developments and the business world, so that graduates can make a 

real contribution in various sectors. 

One of the study programs available at State Polytechnic of Bengkalis is 

the D4 English for Business and Professional Communication under the Language 

Department. This study program focuses primarily on mastering English language 

skills in a business and professional context like translation or interpreting, 

copywriting, public relations, marketing communication, digital marketing, social 

media management, content creation, and document administration. With these 

competencies, graduates of the D4 English for Business and Professional 

Communication program are expected to be able to work in various fields, such as 

offices, private companies, government agencies, and international organizations, 

which require English proficiency and professional communication skills. 

In order to carry out an apprenticeship, the intern had the opportunity to 

participate in an internship at PT. Ivo Mas Tunggal, a company engaged in oil palm 

plantation and processing of its products. PT. Ivo Mas Tunggal is the largest 

refinery owned by the Sinarmas Group, which contributes to the processing of oil 

palm fruit into cooking oil and its derivatives. The work environment at PT. Ivo 

Mas Tunggal implements a professional, structured system that complies with 

industry standards, providing students with valuable experience, an understanding 

of the work culture of a large company, and insight into business processes in the 

plantation industry. 

During the apprenticeship, the intern was placed in the Secretary, which is 

directly relevant to the D4 English for Business and Professional Communication 

study program. The duties of a secretary require administrative skills, report 

writing, correspondence, and internal and external communication, including the 

use of English in a business context. The competencies acquired through lectures, 

such as filing, business correspondence, and the application of professional 

communication ethics, proved to support the performance of secretarial work. Thus, 

this internship experience demonstrated the suitability between the field of study 

and the position held, while also serving as a means to hone skills in the real world 

of work. 



 

3 

1.2 Purposes of the Apprenticeship 

The apprenticeship serves as an essential activity for students of the 

English for Business and Professional Communication study program in 

completing their academic requirements. The main objectives of the apprenticeship 

are outlined as follows: 

1. To describe the job responsibilities carried out during the practical work 

experience. 

2. To explain the workplace systems and procedures applied in practice. 

3. To identify challenges encountered during the internship and the solutions 

implemented. 

4. To meet the graduation requirements of the D-IV English for Business and 

Professional Communication study program at the Language Department, 

State Polytechnic of Bengkalis. 

 

1.3 Significances of the Apprenticeship 

The apprenticeship program holds significant value for various 

stakeholders involved. Its benefits can be viewed from three main perspectives, 

namely for students, companies, and the State Polytechnic of Bengkalis, as outlined 

below: 

1. For Students 

The apprenticeship program plays a crucial role in preparing students for 

the professional world. Through this program, students gain direct 

exposure to real workplace environments, enabling them to apply the 

theoretical knowledge obtained in class to practical situations. It helps 

them improve technical competencies, communication abilities, 

teamwork, problem-solving, and adaptability in handling various job 

responsibilities. Additionally, the program fosters discipline, 

responsibility, and professional ethics while also providing networking 

opportunities with industry professionals. These experiences not only 

enhance their academic development but also increase their employability 

and competitiveness in the job market after graduation. 
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2. For Companies 

The apprenticeship program is equally beneficial for companies, as it 

allows them to involve students in organizational activities and projects. 

Interns can contribute fresh ideas, creativity, and innovation that may 

support the company’s productivity and efficiency. Companies can also 

assess the capabilities, attitudes, and work ethics of interns, which may 

serve as a talent pipeline for future recruitment, thus reducing recruitment 

and training costs. Furthermore, by engaging in apprenticeship programs, 

companies strengthen their social responsibility roles, build partnerships 

with educational institutions, and contribute to human resource 

development that aligns with industry needs. 

3. For State Polytechnic of Bengkalis 

For the institution, the apprenticeship program is an important bridge 

between academic education and industrial practices. It allows the State 

Polytechnic of Bengkalis to evaluate the relevance of its curriculum to the 

demands of the labor market and make necessary adjustments for 

continuous improvement. The program also enhances collaboration with 

business and industry stakeholders, strengthening the institution’s 

reputation and credibility as a vocational higher education provider. 

Moreover, the successful implementation of apprenticeship programs 

demonstrates the Polytechnic’s commitment to producing graduates who 

are competent, skilled, and ready to meet both national and international 

workforce challenges. 
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CHAPTER II 

GENERAL DESCRIPTION OF THE COMPANY 
 

2.1 Company History 

Sinar Mas Indonesia was founded by Eka Tjipta Widjaja in 1962 under the 

name PT. Maskapai Perkebunan Sumcama Padang Halaban. In 1970, the 

company’s status shifted to Foreign Investment (PMA) based on the Decree of the 

State Minister of Economy, Finance, and Industry No. KEP/MEKUIN/7/1970, and 

later changed to Domestic Investment (PMDN) in 1985 as stated in the Investment 

Coordinating Board (BKPM) letter No. 06/V/1985. In 1991, the company was 

renamed PT. Sinar Mas Agro Resources and Technology Corporation (PT SMART 

Tbk), becoming one of the core business units of Sinar Mas Indonesia. The 

company had previously acquired a 9,500 m² facility in Surabaya in 1977, named 

PT. Kunci Mas Wijaya. Today, PT SMART Tbk is recognized as a leading, 

integrated, palm oil–based public company in Indonesia, recording sales of 

approximately Rp20.3 trillion and net profit of around Rp1.3 trillion in 2010. 

 

Figure 2.  1 Main Office PT. Ivo Mas Tunggal Lubuk Gaung 

Source: Processed data 2025 

PT. Ivo Mas Tunggal, located in the Lubuk Gaung industrial area, is the 

largest refinery owned by Sinarmas Group, specializing in processing palm fruit 

into cooking oil and its derivatives. The plant commenced operations in August 

2015 and has continued to expand since then. As a refinery and fractionation 

facility, it has a production capacity of 4,000 tons per day, along with a Kernel 

Crushing Plant (KCP) capacity of 1,200 tons per day. The main raw materials used 

are Crude Palm Oil (CPO) and Palm Kernel (PK), which are obtained from the 

initial processing stage of oil palm fruit. These supplies come from the company’s 
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own palm oil mills (PKS) located in Riau, Jambi, Palembang, Bangka Belitung, 

West Kalimantan, and East Kalimantan, as well as from other companies operating 

in Sumatra and Kalimantan. 

After being processed at PT. Ivo Mas Tunggal, the main products include 

RBDPO, CPKO, PKE, and PFAD, which are largely exported to various countries 

in Asia and beyond, such as India, Pakistan, Afghanistan, the Netherlands, the 

United States, Spain, Italy, Finland, Israel, Malaysia, Myanmar, South Korea, 

Russia, Bangladesh, China, and several Arab nations. For domestic demand, 

distribution is currently concentrated in the Dumai region. Meanwhile, palm oil–

based products produced by SMART Tbk consist of cooking oil, vegetable fat, 

margarine, Crude Palm Oil (CPO), Palm Kernel (PK), Palm Kernel Oil (PKO), and 

cocoa butter substitutes. 

 

2.2 Vision and Mission 

In order to realize its aspiration to become the best company, PT. SMART 

Tbk has the following vision and mission: 

2.2.1 Vision 

“Be the best, fully integrated, global agribusiness and consumer product 

company – the partner of choice.” 

2.2.2 Mission 

“We efficiently provide sustainable and superior quality agribusiness and 

consumer products, solutions and services to create value for all our stakeholders.” 

 

2.3 Organization Structure 

The organizational structure of PT. Ivo Mas Tunggal Dumai is led by a 

General Manager, who operates under the direct supervision of Sinar Mas 

Indonesia. The General Manager delegates authority to Managers and Supervisors 

in each production sub-unit to oversee and regulate the production process. The 

organizational structure of PT. Ivo Mas Tunggal Dumai is illustrated in Figure 2. 1: 
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Figure 2.  2 Organization Structure of PT. Ivo Mas Tunggal Dumai 

Source: Processed data 2025 

The highest leadership position at PT. Ivo Mas Tunggal Lubuk Gaung is 

held by the General Manager. This role carries the responsibility of managing the 

company as a legal entity, ensuring the quality of final products, analyzing 

investment and capital placement, planning production, monitoring sales, as well 

as initiating new product development. In fulfilling these duties, the General 

Manager supervises several divisions, including: 

1. Quality Management Department 

2. Refinery & Fractionation Department 

3. KCP Department 

4. Engineering Department 

5. Finance Accounting Department 

6. Commercial Department 

7. HRGA Department 

8. Management Representation Section 

9. EHFS Section 

10. Process Engineering Section 

11. Procurement Section 

12. IT Section 

13. OLC Section 

14. PPIC Section 

15. Warehouse Sparepart & Chemical Section 
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Based on the organizational structure of PT. Ivo Mas Tunggal Dumai, each 

position carries specific duties and responsibilities. 

1. General Manager 

Leads and oversees the overall functions of manufacturing, production, 

engineering, quality management, HR & GA, management representation, 

EHFS, OLC, PPIC, and other supporting units. This role ensures that 

production targets are achieved in line with demand by optimizing cost 

efficiency, maintaining product quality, and adhering to established 

timelines. 

2. Deputy General Manager 

Responsible for leading, coordinating, and monitoring the functions of 

manufacturing, logistic commercial, trading, Dumai bulking, warehouse 

sparepart & chemical, purchasing, IT, refinery controller, and business 

partnering & control. Similar to the General Manager, this position 

emphasizes achieving production targets by prioritizing cost efficiency, 

product quality, and compliance with scheduled timelines. 

3. Section Head Management Representative 

Responsible for ensuring the effective implementation of management 

systems such as FSMS, QMS, SJH, GMP+ B2 (2010), ISCC System, 

RSPO System, HVO Verification Scheme, ISO 14001:2004, OHSAS 

18001:2007, SMK3 PP 50/2012, and 5RISQUM in the relevant 

departments. 

4. Section Head Production Planning Inventory Control (PPIC) 

In charge of production planning, procurement, and material control, as 

well as monitoring production realization and material usage. 

5. Section Head Environmental Health Fire and Safety (EHFS) 

Ensures and maintains the proper implementation of the EHFS 

Management System as a preventive measure against accidents, fires, 

environmental pollution, and occupational diseases. 
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6. Department Head Logistic Operation 

Oversees smooth bulk trading operations, including the receipt, storage, 

sales, and delivery of branded products. 

7. Department Head Finance 

Responsible for ensuring smooth operations related to inbound and 

outbound goods for production purposes. 

8. Department Head Engineering 

Coordinates all activities related to maintenance, mechanical, electrical, 

instrumentation & calibration, projects, and utility availability. 

9. Department Head Production 

Coordinates and ensures that production processes run in an integrated 

manner to achieve targets in line with demand, while optimizing cost, 

quality, and timeliness. 

10. Department Head Human Resource – General Affairs 

Manages personnel administration, industrial relations, and security 

functions in an integrated way to support human resource development, 

ensure a safe working environment, and achieve corporate goals with 

efficient operational costs. 

11. Department Head Quality and Food Safety 

Coordinates and ensures that materials, work-in-process, and finished 

products comply with the applicable specifications. 

12. Section Head Warehouse 

Responsible for warehouse operations and administrative systems to 

achieve both internal and external customer satisfaction. 

13. Section Head Oil Loss Control (OLC) 

Oversees Oil Loss Control activities, including land, marine, and 

weighbridge monitoring. 

 

2.4 The Working Process 

A secretary to a General Manager (GM) is a staff member who supports 

the GM's operations by handling administrative tasks, such as scheduling, 
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managing documents, and handling correspondence, as well as acting as a 

professional representative of the office. As a central support function, the secretary 

is responsible for managing documentation, coordinating communication between 

departments, and assisting top management in decision-making processes through 

accurate and timely document handling. The efficiency of a secretary’s work 

significantly contributes to the overall performance and professionalism of the 

organization. 

In corporate environment like PT. Ivo Mas Tunggal, the Secretary serve as 

a bridge between the General Manager and all departments. The Secretary ensures 

that every document requiring approval is properly verified, recorded, and archived 

according to the company’s standard procedures. This function is essential in 

maintaining an organized document flow, preventing administrative errors, and 

ensuring that business operations proceed in compliance with internal policies. 

During the apprenticeship period, the secretarial work process involved 

not only administrative tasks but also accuracy, confidentiality, and responsibility. 

The intern was trained to handle incoming documents daily, check completeness of 

signatures, stamp General Manager signature, record approved documents into 

logbook outgoing document, and confirming the retrieval of documents by each 

department’s PIC. Additionally, the intern was also responsible for filing various 

company documents, both physical and digital, to create a more efficient and 

structures archive system. 

Through these tasks, the intern gained valuable insights into how a 

Secretary supports the managerial workflow within a large-scale organization. The 

activities required attention to detail, coordination with multiple departments, and 

an understanding of corporate documentation systems. The experience provided 

practical exposure to professional administrative management and contributed to 

developing a discipline and systematic work ethic. 

During the apprenticeship at PT. Ivo Mas Tunggal, the intern actively 

participated in numerous activities and projects which are documented in this report 

as follows: 
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Figure 2.  3 The Working Process during Internship 

Source: Processed data 2025 

 

2.5 Document Used for Activity 

During the apprenticeship at PT. Ivo Mas Tunggal Dumai, particularly in 

the Secretary, the intern gained knowledge and experience in utilizing and 

understanding several documents related to administrative tasks, which are outlined 

as follows: 

1. Annual filing incoming company letters for the year 2021 until 2025 

Annual filing, where one binder folder contains documents for one year. 

2. BLI documents 

BLI stands for BSA Logistics Indonesia, which acts as a third-party partner 

of the Sinarmas Group. 

3. GL hotel account 

The General Letter (GL) hotel account is an official letter issued by a hotel 

for business communication purposes with companies, travel agencies, 

institutions, or corporate clients related to accommodation agreements. 

Classify VMC ILM 

data into folders. 

Annual filing incoming 

company letters. 

Filing BSA Logistics 

Indonesia documents. 

Filing general letter 

hotel accounts. 

Manage daily incoming 

documents. 

Filing master list for 

the GM and DGM 

documents.  

Create Ordner Labels. Monthly MR agenda 

plant or 5-5-1 activity. 

GEMBA activity from 

EHFS. 
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4. Master list of SOP, WI, and OM documents 

a. Standard Operating Procedure (SOP): A guideline or standardized set 

of steps that must be followed in carrying out a task or process to ensure 

consistency, effectiveness, and compliance with established standards. 

b. Work Instruction (WI): A derivative document of the SOP that provides 

more detailed and technical instructions for performing specific tasks. 

c. Operation Manual (OM): An operational handbook that contains 

policies, procedures, service standards, and general operational 

guidelines of an organization or work unit.  



 

13 

CHAPTER III 

SCOPE OF THE APPRENTICESHIP 
 

3.1  Job Description 

This apprenticeship program was conducted at PT. Ivo Mas Tunggal for 

four months, from July 21st until November 21st, 2025. During this period, the intern 

was placed in the Secretary section for the General Manager. Various 

responsibilities and tasks were assigned to the intern throughout the apprenticeship, 

which are explained in the following sections. 

1. Filing 

Responsible for filing various documents, including incoming company 

letters from 2021 to 2025, BLI documents, GL hotel accounts, and master lists of 

SOP, WI, and OM. These were systematically transferred from binder folders into 

Microsoft Excel to ensure proper digital record-keeping and easier access. 

          

Figure 3.  1 Filing 

Source: Processed data 2025 

2. Manage daily incoming document 

This task has been the intern’s regular responsibility since the fourth week 

of the internship until its completion. Responsible for managing incoming 

documents requiring the General Manager’s approval by cross-checking signatures, 

stamping, recording approved documents, and confirming their collection by the 

PIC. These tasks ensured proper authorization and accountability in document 

management. 
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Figure 3.  2 Managing Daily Incoming Document 

Source: Processed data 2025 

3. Classify VMC ILM data 

Classifying VMC ILM data is weekly Monday briefing report from main 

office, workshop, spareparts store, main gate, and others included attendance lists, 

documentation, and reports from each department. 

                      

Figure 3.  3 Classifying VMC ILM Data 

Source: Processed data 2025 

4. Create ordner labels for annual filing 

Creating ordner labels for annual filing 2020, 2024, and 2025. 

       

Figure 3.  4 Creating Ordner Labels for Annual Filing 

Source: Processed data 2025 
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3.2  System and Procedure 

PT. Ivo Mas Tunggal relies on well-defined systems and procedures to 

ensure the efficient and consistent execution of its operations. Systems and 

procedures serve as the standard guidelines and processes used in the company to 

complete specific tasks and activities. During the internship, it was essential to 

follow these systems and procedures to accomplish the responsibilities assigned. 

The processes implemented during the apprenticeship at PT. Ivo Mas Tunggal 

within the Secretary are as follows: 

1. Filing 

The filing tasks focused on organizing and digitizing company documents 

to support efficiency, accessibility, and accuracy in record-keeping. These 

responsibilities included systematically filing incoming company letters PT. Ivo 

Mas Tunggal and PT. Oleo Sejahtera Mas from 2021 to 2025, BLI (BSA Logistics 

Indonesia) records, GL (General Letters) hotel accounts, and master lists of SOP 

(Standard Operational Procedure), WI (Work Instruction), and OM (Operation 

Manual). The filing process required transferring these documents from binder 

folders into Microsoft Excel, thereby creating structured digital archive that could 

be easily accessed when needed. The main objective of this activity was to 

transform hardcopy documents into a well-organized softcopy format, ensuring 

both preservation and simplified retrieval. 

This process began with careful coordination with the intern’s mentor, the 

Secretary of PT. Ivo Mas Tunggal, to understand the classification methods and 

filing standards applied by the company. The intern was given guidance on how to 

categorize documents based on date before entering them to Excel. This phase is 

crucial to ensure consistency and accuracy in the digital filing system, as incorrect 

classification can cause long-term difficulties in accessing company records. 

After becoming familiar with the procedure, the intern performed routine 

filing. This included arranging the earliest documents at the bottom of the binder 

folder and entering the details into a Microsoft Excel spreadsheet. Each entry 

includes important information such as the letter title, sender’s name, date, 

disposition, and disposition date to facilitate systematic organization. These tasks 
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require precision, attention to detail, and consistency to prevent data entry errors 

and maintain the integrity of the filing system. 

As a result of this process, the company’s filing system became more 

organized and efficient. The transition from physical to digital storage not only 

protected the documents but also improved their accessibility for future reference. 

This structured approach contributed to the Secretary’s ability to manage records 

effectively and improved the overall administrative support provided to the General 

Manager and Deputy General Manager.  

 

 

 

 

 

 

 

 

Figure 3.  5 Process of Filing 

Source: Processed data 2025 

The flowchart above demonstrates the filing process of incoming company 

letters and documents. This activity consisted of taking letters from filing cabinet, 

classify by date, and recording details into Microsoft Excel. 

2. Manage daily incoming document 

The job duties involve multiple aspects of administrative and document 

management tasks, with an emphasis on ensuring accuracy, authorization, and 

accountability in handling company documents that require approval from the 

General Manager. This includes cross-checking, stamping General Manager 

signature, recording approved documents into logbook outgoing document, and 

confirming documents that have been taken by the PIC in each department. The 

main objective of these tasks is to maintain a well-structured documentation system 

that supports smooth administrative operations and facilitates accountability. 

Take the binder folder based on the year in the filing cabinet 

Classify by date 

Input details into Microsoft Excel

Organized digital records 
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This intern began the document management process through close 

coordination with the intern’s mentor, the Secretary of PT. Ivo Mas Tunggal, who 

provided guidance on the standard procedures for handling documents requiring 

managerial approval. During this phase, the intern received detailed instructions on 

how to cross-check signatures, apply the General Manager’s stamp, and record the 

documents systematically. These steps were repeatedly supervised and refined 

through mentor feedback to ensure that the process complied with the company’s 

administrative standards. 

After gaining a clear understanding of the procedures, the intern carried 

out the responsibilities on a daily basis. This requires diligence and consistency, 

particularly in handling sensitive documents such as invoices, penalty documents, 

Payment Approval Memo (PAM), Internal Memo (IM), purchase request, 

reimbursement, and others. The process demanded careful attention to detail, as 

errors in cross-checking, stamping, or recording could lead to administrative delays. 

By adhering to company procedures, the intern ensured that every document was 

properly verified, approved, recorded, and confirmed as collected by the rightful 

PIC. This systematic approach resulted in an efficient and accountable document 

management process, where every stage, from cross-checking to final confirmation, 

was carefully executed. 

 

 

 

 

 

 

 

 

Figure 3.  6 Process of Managing Daily Incoming Document 

Source: Processed data 2025 

The flowchart above illustrates the process of manage incoming 

documents that required the General Manager’s approval. The workflow covers 

Cross-check incoming documents 

Stamp GM signature on the completed document 

Record approved documents in the logbook outgoing document 

Confirm documents that have been taken by the PIC 
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several steps, including cross-checking, stamping, recording into logbook outgoing 

document, and confirming the documents. 

3. Classify VMC ILM data 

The task of classifying VMC ILM data is part of a weekly agenda every 

Monday that serves as a reminder and refreshment of the company’s code of ethics 

and core value. This activity takes place every Monday and involves compiling 

reports from various departments within the company. The briefing sessions are 

held in multiple locations such as the main office, workshop, spare parts store, main 

gate or parking area, and other operational areas where each discusses and records 

essential points related to workplace ethics, discipline, and company values.  

Each department submits its report containing attendance lists, 

documentation, and summaries of the discussions held during the briefing. The 

collected data are then systematically reviewed and organized to ensure consistency 

and completeness. After gathering all materials, the reports are classified into 

folders categorized by month, date, and location. This structured filing methods 

enables quick access and efficient tracking of each department’s participation in the 

weekly VMC ILM briefing. Once the classification is completed, all complied data 

are checked off in a report checklist to confirm accuracy and completeness. 

 

 

 

 

 

 

 

 

Figure 3.  7 Process of Classifying VMC ILM Data 

Source: Processed data 2025 

 

 

Collect weekly report from each department 

Review and compile data 

Categorize report into folders based on month, date, and location 

Verify in an Excel checklist report  
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4. Create ordner labels for annual filing 

Creating ordner labels for annual filing involves preparing clear and 

organized identification for each binder that stores one full year or archived 

documents. In this task the process started with designing the label text such as 

“Surat Eksternal 2020,” “Surat Eksternal 2024,” and “Surat Eksternal 2025” using 

Microsoft Word to ensure consistency in font size, layout, and readability. “Surat 

Eksternal” are external documents that come into the company, for example 

invitation letters, appeal letters, permit letters, data request letters, and other letters. 

Once the label designs were finalized, they were printed on plain paper to be used 

as the spine identifiers for the corresponding annual folders. 

After printing, the necessary materials were prepared, including the binder 

folders (ordner), scissors, transparent tape, and printed label. Each label was then 

carefully cut and positioned on the spine of the ordner. Using tape, the labels were 

attached neatly and securely to ensure they remained intact and looked professional. 

This step required precision so that every binder could be easily recognized when 

stored on the shelf. Through this activity, the annual filing system became more 

structured and visually organized, making it easier to retrieve documents by year 

and category. The neatly labelled binders also contributed to maintaining a 

professional and efficient administrative environment. 

 

 

 

 

 

 

 

 

Figure 3.  8 Process of Creating Ordner Labels 

Source: Processed data 2025 

  

Design and print label text 

Prepare required materials 

Cut the printed labels 

Attach the labels to the ordner  
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3.3  Kind and Description of the Activity 

The activities undertaken during the apprenticeship at PT. Ivo Mas 

Tunggal are detailed in the table below:  

Table 3.  1 Daily activities from July 21st to July 25th, 2025 

Day Activity Place 

Monday, 

July 21st, 2025 

1. Completed personal data and safety induction form as 

part of the initial orientation process to ensure 

understanding of workplace safety procedures within 

the company. 

2. Cross-check penalty documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

July 22nd, 2025 

1. Classify VMC ILM data into folders. 

2. Cross-check penalty documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

July 23rd, 2025 

1. Cross-check penalty documents. 

2. Filing incoming company letters for the year 2023. 

Office Ivo 

Mas Tunggal 

Thursday, July 

24th, 2025 

1. Continue filing incoming company letters for the year 

2023. 

2. Filing incoming company letters for the year 2024. 

Office Ivo 

Mas Tunggal 

Friday,  

July 25th, 2025 

1. Continue filing incoming company letters for the year 

2024. 

2. Cross-check penalty documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

The table above maintains some activities during the first week of 

apprenticeship at PT. Ivo Mas Tunggal. The activities are began with completing 

personal data guided by the Human Resources (HR) and participating in the safety 

induction session facilitated by the Environmental, Health, Fire, and Safety (EHFS) 

Department. On the second day, Tuesday, July 22nd, 2025, the activities continue 

with classifying VMC ILM data which is PT. Ivo Mas Tunggal’s weekly agenda 

serving as a reminder and refreshment of the company’s code of ethics and values, 

by organizing files into a single folder based on time period and data type, and 

recording the transferred data using Microsoft Excel. 

The activities on Wednesday, 23rd, 2025 and Thursday, 24th, 2025 are 

filing incoming company letters PT. Ivo Mas Tunggal and PT. Oleo Sejahtera Mas 

for the year 2023 to 2024 from binder folders into Microsoft Excel. Last, on Friday, 

25th, 2025, the apprentice conducted a cross-check of the completeness of initials 

and signatures on penalty documents, such as PK quality, CPO quality, FFA and 

M&I CPO quality, CPO shrinkage, under received CPO, and others before 
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submitting them to the General Manager for approval. For daily tasks during this 

week are cross-check penalty documents. 

Furthermore, the following is the schedule of tasks that the intern 

completed during the field apprenticeship implementation at PT. Ivo Mas Tunggal 

in the Secretary between July 28th to August 1st, 2025, as follows: 

Table 3.  2 Daily activities from July 28th to August 1st, 2025 

Day Activity Place 

Monday, 

July 28th, 2025 

1. Filing incoming company letters for the year 2025 

(January – July). 

2. Cross-check penalty documents. 

3. Stamping GM signature for incoming documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

July 29th, 2025 
Training 

Office Ivo 

Mas Tunggal 

Wednesday, 

July 30th, 2025 

1. Cross-check penalty documents. 

2. Filing BLI documents from 2020 to 2024. 

Office Ivo 

Mas Tunggal 

Thursday, 

July 31st, 2025 

1. Filing GL hotel accounts from 2020 to 2024 

2. Cross-check penalty documents. 

Office Ivo 

Mas Tunggal 

3. GEMBA activity from EHFS. 
Refinery 

Department 

Friday, 

August 1st, 

2025 

1. Monthly MR agenda plant or 5-5-1 activity. 
Refinery 

Department 

2. Cross-check penalty documents. 

3. Filing master list SOP, WI, OM for the General Manager 

and Deputy General Manager documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the second week, the intern’s tasks were cross-checking penalty 

documents, similar to the activities performed during the first week. On the first 

day, the intern filing incoming company letters for the year 2025, covering the 

months from January to July, by transferring them from binder folders into 

Microsoft Excel. In this day, the intern also stamping General Manager signature 

on documents that have been cross-checked. 

On the second day, the intern attended a full-day training session. On the 

third day, the intern filing BLI (BSA Logistics Indonesia) documents from 2020 to 

2024, also transferring them from binder folders into Microsoft Excel. On the fourth 

day, the intern is filing GL (General Letter) hotel accounts from 2020 to 2024, and 

also transferring them from binder folders as hard file into Microsoft Excel as soft 

file. 
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On the final working day of this week, the intern participated in a monthly 

MR plant agenda known within the company as the 5-5-1 activity, which involved 

collaborative work in the refinery department such as wiping dusty pipes, sweeping 

rooms, and repainting surfaces. Moreover, this day concluded with a filing the 

master list SOP (Standard Operating Procedure), WI (Work Instruction), and OM 

(Operation Manual) for General Manager and SOP and WI for Deputy General 

Manager from binder folders into Microsoft Excel. 

Therefore, the agenda of activities or work that has been caried out by the 

intern completed during the field apprenticeship implementation at PT. Ivo Mas 

Tunggal in the Secretary between August 4th to August 8th, 2025, as follows: 

Table 3.  3 Daily activities from August 4th to August 8th, 2025 

Day Activity Place 

Monday, 

August 4th, 

2025 

1. Continue filing master list of SOP, WI, OM documents. 

2. Filing incoming company letters for the year 2022. 

3. Stamping GM signature for incoming documents. 

4. Record incoming document to logbook outgoing document. 

Office Ivo 

Mas Tunggal 

Tuesday, 

August 5th, 

2025 

1. Continue filing incoming company letters for the year 2022. 

2. Stamping GM signature for incoming documents. 

3. Filing incoming company letters for the year 2021. 

Office Ivo 

Mas Tunggal 

Wednesday, 

August 6th, 

2025 

1. Continue filing incoming company letters for the year 2021. 

2. Stamping GM signature for incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

August 7th, 

2025 

1. Stamping GM signature for incoming documents. 
Office Ivo 

Mas Tunggal 

Friday, 

August 8th, 

2025 

1. Stamping GM signature for incoming documents. 

2. Help Secretary to insert plant audit photos into presentation 

file. 

Office Ivo 

Mas Tunggal 

3. Assisting committee for Clash of Champions activities at 

Collaboration Cup at IMT in commemoration of Republic 

of Indonesia’s Independence Day at PT. IMT. 

Main Hall 

Source: Processed data 2025 

In the third week, the intern was given the daily responsibility of stamping 

General Manager signature on each document that has been cross-checked. On 

Monday, August 4th, 2025, continued filing the master list of SOP, WI, and OM 

that had not yet been completed. Additionally, filed incoming company letters for 

the year 2022 from binder folders into Microsoft Excel. The final task on that day 

was recorded all document that had been verified and signed by GM into logbook 
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outgoing document. On Tuesday, August 5th, 2025, continued filing incoming 

company letters for the year 2022 and also filed incoming company letters for the 

year 2021 until Wednesday, August 6th, 2025. 

On the last day of this week, assisted in inputting plant audit photos into 

Microsoft PowerPoint and assisted in the Clash of Champions Collaboration Cup 

at IMT to commemorate Indonesia’s Independence Day in the main hall. Moreover, 

the table below is a list of the tasks or activities the intern completed while carrying 

out the field apprenticeship at PT. Ivo Mas Tunggal in the Secretary from August 

11th to August 15th, 2025, as follows: 

Table 3.  4 Daily activities from August 11th to August 15th, 2025 

Day Activity Place 

Monday, 

August 11th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

August 12th, 2025 

1. Manage daily incoming documents. 

2. Help Secretary to insert plant audit photos into 

presentation file. 

Office Ivo 

Mas Tunggal 

Wednesday, 

August 13th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

August 14th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

August 15th, 2025 

1. Manage daily incoming documents. 
Office Ivo 

Mas Tunggal 

2. Assisting committee for Fun Run activities at 

Collaboration Cup for commemoration Republic of 

Indonesia’s Independence Day at PT. IMT. 

Plant Area 

3. Assisting committee for Got Talent activities at 

Collaboration Cup for commemoration Republic of 

Indonesia’s Independence Day at PT. IMT. 

Main Hall 

Source: Processed data 2025 

In the fourth week, the intern was given daily responsibility of managing 

documents. The tasks include conducted a cross-check of the completeness of 

signature on documents such as invoice, penalty document, PAM (Payment 

Approval Memo), IM (Internal Memo), purchase request, and others before 

submitting them to the General Manager for approval. Then, stamping General 

Manager signature on documents that have been cross-checked. After that, record 

each document that has been verified and signed by the GM into logbook outgoing 

document. As a result, confirmed by checking the documents that have been taken 
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by the PIC or document owner in each department after being signed and approved 

by the GM in the logbook. 

And the last day, the intern assisted in the Collaboration Cup at IMT, 

namely fun run and got talent to commemorate Indonesia’s Independence Day. 

Therefore, from August 18th to August 22nd, 2025, the intern completed the 

following tasks or activities as part of the field apprenticeship program at PT. Ivo 

Mas Tunggal in the Secretary: 

Table 3.  5 Daily activities from August 18th to August 22nd, 2025 

Day Activity Place 

Monday, 

August 18th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

August 19th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

August 20th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

August 21st, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

August 22nd, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the fifth week, the intern continued to be entrusted with the daily 

responsibility of managing documents. This involved cross-checking the 

completeness of signatures on documents such as penalty document, PAM, IM, 

purchase request, invoice, and others before submitting them to the General 

Manager for approval. The intern was also responsible for stamping General 

Manager signature on documents that had been reviewed, and subsequently 

recording each verified and approved document into the logbook outgoing 

document. Finally, confirmed the collection of these documents by the respective 

PIC or document owners in each department through verification in the logbook. 

Thus, during the period of August 25th to August 29th, 2025, the following 

activities were undertaken by the intern in the course of the field apprenticeship 

program at PT. Ivo Mas Tunggal within the Secretary: 

Table 3.  6 Daily activities from August 25th to August 29th, 2025 

Day Activity Place 

Monday, 

August 25th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 
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Tuesday, 

August 26th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

August 27th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

August 28th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

August 29th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the sixth week, the intern was once again assigned routine 

responsibilities related to document management. The tasks included reviewing and 

cross-checking the completeness of signatures on various documents such as 

invoice, penalty document, PAM, IM, purchase request, reimbursement, and other 

supporting documents before forwarding them to the General Manager for 

approval. The intern also handled the stamping GM signature on documents that 

had been checked, followed by recording each approved document in the logbook 

outgoing document. In addition, the intern verified the retrieval of these documents 

by the designated PIC or document owners in each department through logbook 

confirmation. 

Accordingly, between September 2nd and September 4th, 2025, the intern 

was engaged in the following tasks during the field apprenticeship program at PT. 

Ivo Mas Tunggal, Secretary: 

Table 3.  7 Daily activities from September 2nd to September 4th, 2025 

Day Activity Place 

Tuesday, 

September 2nd, 

2025 

1. Manage daily incoming documents. 

2. Continue filing incoming company letters for the 

year 2025 (July to August). 

Office Ivo 

Mas Tunggal 

Wednesday, 

September 3rd, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

September 4th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the seventh week, the intern continued to undertake regular duties in 

managing documents. These responsibilities covered examining and cross-

checking the completeness of signatures on documents such as BAST, penalty 

document, PAM, reimbursement, IM, purchase request, and other related files 

before submitting them to the General Manager for approval. The intern was also 
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in charge of affixing General Manager signature to documents that had been 

reviewed, documenting each approved file in the logbook outgoing document, and 

confirming that the documents were collected by the respective PIC through 

logbook verification. 

In the week of September 8th to September 12th, 2025, the intern performed 

the following responsibilities as part of the field apprenticeship program at PT. Ivo 

Mas Tunggal within the Secretary: 

Table 3.  8 Daily activities from September 8th to September 12th, 2025 

Day Activity Place 

Monday, 

September 8th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

September 9th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

September 10th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

September 11th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

September 12th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the eighth week, the intern was still entrusted with responsibilities 

related to document administration. The work involved checking and verifying the 

completeness of signatures on various documents, including invoice, penalty 

document, PAM, IM, purchase request, and other supporting documents, prior to 

submission to the General Manager for authorization. Furthermore, the intern 

carried out the process of stamping GM signature on reviewed documents, 

registering each approved item in the logbook outgoing document, and ensuring 

that the documents were retrieved by the corresponding PIC through confirmation 

in the logbook. 

Therefore, from September 15th to September 19th, 2025, the intern 

completed the following tasks or activities as part of the field apprenticeship 

program at PT. Ivo Mas Tunggal in the Secretary: 

Table 3.  9 Daily activities from September 15th to September 19th, 2025 

Day Activity Place 

Monday, 

September 15th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 
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Tuesday, 

September 16th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

September 17th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

September 18th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

September 19th, 2025 

1. Monthly MR agenda plant or 5-5-1 activity. 

2. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the ninth week, the intern was primarily responsible for administrative 

tasks related to managed documents. These included stamping General Manager 

signature on documents that had already been reviewed, recording each approved 

document in the logbook outgoing document, and confirming the collection of these 

documents by the respective PIC through logbook verification. On the last day of 

this week, the intern also followed monthly MR agenda plant or 5-5-1 activity. 

Moreover, the list of tasks or activities completed by the intern during the 

implementation of field apprenticeship at PT. Ivo Mas Tunggal in the Secretary 

from September 22nd to September 26th, 2025, as follows: 

Table 3.  10 Daily activities from September 22nd to September 26th, 2025 

Day Activity Place 

Monday, 

September 22nd, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

September 23rd, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

September 24th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

September 25th, 2025 
1. Manage daily incoming documents 

Office Ivo 

Mas Tunggal 

Friday, 

September 26th, 2025 

1. Manage daily incoming documents. 

2. Helping HR handle training. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the tenth week, the main responsibilities focused on handling 

administrative tasks related to document management. These included stamping 

GM signature on documents that had been reviewed, recording each approved 

document into the logbook outgoing document, and verifying that the documents 

were collected by the designated PIC from each department. On the last working 

day of the week, an additional task was to assist the HR department in handling a 

training program entitled ISCC EU 4.2 Version, which aimed to ensure participants 
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understood the principles, structure, and system of the International Sustainability 

and Carbon Certification. This activity provided valuable experience outside of the 

Secretary. Furthermore, the list of tasks or activities completed by the intern during 

the implementation of field apprenticeship at PT. Ivo Mas Tunggal in the Secretary 

from September 29th to October 3rd, 2025, as follows: 

Table 3.  11 Daily activities from September 29th to October 3rd, 2025 

Day Activity Place 

Monday, 

September 29th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

September 30th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

October 1st, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

October 2nd, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

October 3rd, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the eleventh week, the intern was still responsible for managing 

incoming documents. These included stamping GM in document that have been 

cross-checked, recording approved documents into logbook outgoing document, 

and confirming the documents that have been taken by the PIC. Moreover, the list 

of tasks or activities completed by the intern during the implementation of field 

apprenticeship at PT. Ivo Mas Tunggal in the Secretary from October 6th to October 

10th, 2025, as follows: 

Table 3.  12 Daily activities from October 6th to October 10th, 2025 

Day Activity Place 

Monday, 

October 6th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

October 7th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

October 8th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

October 9th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

October 10th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 
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In the twelfth week, the intern was once again assigned routine 

responsibilities related to document management. The tasks included stamping GM 

signature on documents that had been checked, followed by recording each 

approved document in the logbook outgoing document. In addition, the intern 

verified the retrieval of these documents by the designated PIC or document owners 

in each department through logbook confirmation. Furthermore, the list of tasks or 

activities completed by the intern during the implementation of field apprenticeship 

at PT. Ivo Mas Tunggal in the Secretary from October 13th to October 17th, 2025, 

as follows: 

Table 3.  13 Daily activities from October 13th to October 17th, 2025 

Day Activity Place 

Monday, 

October 13th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

October 14th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

October 15th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

October 16th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

October 17th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the thirteenth week, the primary duties centered on administrative work 

involving document management. The tasks consisted of stamping General 

Manager signature on documents that had been reviewed and approved, recording 

each verified document into the logbook outgoing document, and ensuring that the 

respective PIC from each department had collected the approved documents. 

Moreover, the lists of tasks or activities completed by the intern intern during the 

implementation of field apprenticeship at PT. Ivo Mas Tunggal in the Secretary 

from October 20th to October 24th, 2025, as follows: 

Table 3.  14 Daily activities from October 20th to October 24th, 2025 

Day Activity Place 

Monday, 

October 20th, 2025 

1. Manage daily incoming documents. 
Office Ivo 

Mas Tunggal  

2. Helping committee preparing CQP project as 

photographer. 
Main Hall 
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Tuesday, 

October 21st, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

October 22nd, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

October 23rd, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

October 24th, 2025 

1. Monthly MR agenda plant or 5-5-1 activity. 
Kernel 

Crushing Plant 

2. Manage daily incoming documents. 
Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the fourteenth week, on the first day, the intern assisted in preparing the 

CQP (Collaborative Quality Practices) project as both committee and participant 

photographer. Apart from the first day, the intern continued to be responsible for 

managing daily incoming documents, which included stamping GM in document 

that have been cross-checked, recording approved documents into logbook 

outgoing document, and confirming the documents that have been taken by the PIC. 

In addition, on the last day of this week, the intern participated in the monthly in-

plant agenda known as the 5-5-1 activity at the Kernel Crushing Plant. The activities 

included sweeping scattered kernel seeds around the plant area, cleaning waste 

residue, and performing other housekeeping tasks maintain workplace cleanliness 

and safety. 

Furthermore, the lists of tasks or activities completed by the intern during 

the implementation of field apprenticeship at PT. Ivo Mas Tunggal in the Secretary 

from October 27th to October 31st, 2025, as follows: 

Table 3.  15 Daily activities from October 27th to October 31st, 2025 

Day Activity Place 

Monday, 

October 27th, 2025 

1. Manage daily incoming documents. 

2. Helping committee CQP project to printing JDI, 

SGA, and SDA material. 

Office Ivo 

Mas Tunggal 

Tuesday, 

October 28th, 2025 

1. Manage daily incoming documents. 
Office Ivo 

Mas Tunggal  

2. Helping committee CQP project for decorating. Main Hall 

Wednesday, 

October 29th, 2025 
1. Helping committee CQP project as videographer. Main Hall 

Thursday, 

October 30th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

October 31st, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 
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2. Continue filling incoming company letters for the 

year 2025 (September – October). 

Source: Processed data 2025 

In the fifteenth week, as usual, the intern carried out the daily task of 

managing incoming documents, which included stamping General Manager 

signature, recording approved documents into the logbook outgoing document, and 

verifying document collection by the PIC. In addition, the intern assisted in printing 

Just Do It (JDI), Small Group Activity (SGA), and Small Development Activity 

(SDA) PPT and other preparations for the CQP (Collaborative Quality Practices) 

project at PT. Ivo Mas Tunggal. During the event, the intern also contributed as a 

videographer, documenting the activities throughout the program. And the last day, 

the intern continued filling incoming company letters for the year 2025, September 

until October period. 

Moreover, the lists of tasks or activities completed by the intern during the 

implementation of field apprenticeship at PT. Ivo Mas Tunggal in the Secretary 

from November 3rd to November 7th, 2025, as follows: 

Table 3.  16 Daily activities from November 3rd to November 7th, 2025 

Day Activity Place 

Monday, 

November 3rd, 2025 

1. Manage daily incoming documents. 

2. Classified VMC ILM data. 

Office Ivo 

Mas Tunggal 

Tuesday, 

November 4th, 2025 

1. Manage daily incoming documents. 

2. Continued in classifying VMC ILM data. 

Office Ivo 

Mas Tunggal 

Wednesday, 

November 5th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

November 6th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

November 7th, 2025 

1. Manage daily incoming documents. 
Office Ivo 

Mas Tunggal 

2. Assisting committee Leaders Meeting for 

documentation. 
Main Hall 

Source: Processed data 2025 

In the sixteenth week, as usual, the intern carried out the daily task of 

managing incoming documents, which included stamping General Manager 

signature, recording approved documents into the logbook outgoing document, and 

verifying document collection by the PIC. In addition, the intern complied VMC 

ILM Data, which is a weekly Monday from various departments held in different 
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locations such as the main office, workshop, spareparts store, main gate, and others. 

The compilation included attendance lists, documentation, and reports from each 

department. These records were then organized into folders based on month, date, 

and location. Once the compilation was complete, it was checked and marked in the 

report checklist on Microsoft Excel. On the last day of this week, the intern also 

assisted as a photographer and videographer during the Leaders Meeting. 

Furthermore, the lists of tasks or activities completed by the intern during 

the implementation of field apprenticeship at PT. Ivo Mas Tunggal in the Secretary 

from November 10th to November 14th, 2025, as follows: 

Table 3.  17 Daily activities from November 10th to November 14th, 2025 

Day Activity Place 

Monday, 

November 10th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Tuesday, 

November 11th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

November 12th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Thursday, 

November 13th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Friday, 

November 14th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the seventeenth week, the intern continued to manage daily incoming 

documents including stamping General Manager signature for incoming documents 

have been reviewed, recording all approved documents into logbook outgoing 

document, and checking document that have been taken by the PIC or document’s 

owner. Moreover, the lists of tasks or activities completed by the intern during the 

implementation of field apprenticeship at PT. Ivo Mas Tunggal in the Secretary 

from November 17th to November 21st, 2025, as follows: 

Table 3.  18 Daily activities from November 17th to November 21st, 2025 

Day Activity Place 

Monday, 

November 17th, 2025 

1. Manage daily incoming documents. 

2. Create ordner labels for annual filing 2020, 2024, 

and 2025. 

Office Ivo 

Mas Tunggal 

Tuesday, 

November 18th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Wednesday, 

November 19th, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 
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Thursday, 

November 20th, 2025 

1. Manage daily incoming documents. 

2. Continue filing incoming company letters for the 

year 2025 (October – November). 

Office Ivo 

Mas Tunggal 

Friday, 

November 21st, 2025 
1. Manage daily incoming documents. 

Office Ivo 

Mas Tunggal 

Source: Processed data 2025 

In the final week of the internship, the intern continued performing the 

routine task of managing daily incoming documents, which included stamping 

General Manager signature, record all approved document into logbook outgoing 

document, and checklist the document that have been taken by the PIC. In addition, 

the intern was assigned to create annual filing ordner labels for the 2020, 2024, and 

2025. Moreover, continue filing incoming company letters for the year 2025 start 

from October until November.  

 

3.4  Constraint of the Apprenticeship 

During the apprenticeship program, no significant constraints were 

encountered that hindered the implementation of tasks or the completion of 

assigned responsibilities. All activities within the Secretary Division proceeded 

smoothly due to the clear workflow, supportive guidance from supervisors, and 

well-structured company procedures. The availability of adequate facilities and the 

cooperative environment within the company also contributed to the effective 

execution of daily duties. As a result, the apprentice was able to perform all 

responsibilities as planned and gain valuable experience throughout the training 

period.  
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CHAPTER IV 

CONCLUSIONS AND SUGGESTIONS 
 

4.1 Conclusion 

From the contents of the practical work activity report presented in the 

previous chapters, it can be concluded that the intern has successfully completed a 

four-month internship start from July 21st to November 21st, 2025, at PT. Ivo Mas 

Tunggal Lubuk Gaung, Dumai, within the Secretary namely: 

1. Throughout the practical work program in the Secretary at PT. Ivo Mas 

Tunggal Lubuk Gaung, Dumai, the intern carried out several types of 

assigned tasks, including: 

a. Filing several documents, including annual filing incoming company 

letters start from 2021 until 2025, BSA Logistics Indonesia 

documents, General Letters hotel accounts, and master lists SOP, WI, 

and OM for General Manager and Deputy General Manager 

documents. 

b. Manage daily incoming documents. 

c. Classify VMC ILM data. 

d. Create ordner labels for annual filing. 

2. Based on the intern’s evaluation, performing well in the secretarial 

profession requires a balanced combination of administrative 

competencies and interpersonal abilities. Throughout the internship 

period, the intern found that precision in handling documents, maintaining 

organized filing systems, and operating office applications were 

fundamental to supporting daily secretarial operations. In addition, to these 

technical requirements, soft skills including clear communication, 

professionalism in coordinating with various departments, adaptability to 

changing workloads, and effective time management proved equally 

important. These competencies played a significant role in ensuring that 

tasks were executed efficiently, that information flowed smoothly within 
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the organization, and that the secretarial function could effecticely 

contribute to the company’s overall administrative performance. 

 

4.2 Suggestion 

Several suggestions are proposed for the intern, the company, and the State 

Polytechnic of Bengkalis, namely: 

1. The Intern 

The intern is advised to continue strengthening administrative 

competencies, particularly in document handling, communication, and the 

use of digital office tools. Consistent improvement in accuracy, time 

management, and professionalism will support future career development 

in administrative roles. 

2. PT. Ivo Mas Tunggal Lubuk Gaung, Dumai 

It is suggested that PT. Ivo Mas Tunggal consider providing official 

internship certificates for interns so that they can use them appropriately 

for future academic or professional purposes. 

3. State Polytechnic of Bengkalis 

State Polytechnic of Bengkalis is recommended to provide more 

comprehensive pre-internship preparation through workshops on 

professional communication and administrative practices. Strengthening 

partnerships with industry and improving internship monitoring will 

further support students in achieving optimal learning outcomes.  
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Appendix 5: Daily Activities of Apprenticeship 

 

 

 

 

 

 

 

 

 

 

 

 

Pictures of Activity Description 

 

In the first week at PT. Ivo Mas Tunggal, 

the internship began with completing 

personal data guided by the HR and 

participating in the safety induction session 

facilitated by the EHFS department. The 

intern was also immediately assigned to 

classify VMC ILM data by organizing files 

into a single folder based on time period and 

data type, and recording the transferred data 

using Microsoft Excel. Furthermore, was 

tasked filing incoming company letters PT. 

Ivo Mas Tunggal and PT. Oleo Sejahtera 

Mas for the year 2023 to 2024 from binder 

folders into Microsoft Excel. For daily tasks 

that cross-checked penalty documents and 

stamping General Manager signature. 
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Pictures of Activity Description 

 

During the second week, as usual, cross-

checked penalty documents and stamping 

GM signature. Then, filed several 

documents, including incoming company 

letters for 2025 (July to August), BLI (BSA 

Logistics Indonesia) documents and GL 

(General Letter) hotel accounts from 2020 

to 2024, and master list for the General 

Manager and Deputy General Manager into 

Microsoft Excel. In addition, participated in 

GEMBA activity from the EHFS 

department and also 5-5-1 activity in the 

refinery department. 
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Pictures of Activity Description 

 

 

 

During the third week, archived several 

files, including continued the master list 

and incoming company letters for 2021 and 

2022 into Microsoft Excel. Additionally, to 

archiving, assistance was given in inserting 

plant audit photos into Microsoft 

PowerPoint, and as part of activities to 

commemorate Indonesia’s Independence 

Day, support was provided for the 

Collaboration Cup Event, namely Clash of 

Champions in main hall. 
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Pictures of Activity Description 

 

During the fourth week, an opportunity was 

given to daily responsibility of managing 

documents. The tasks include cross-check 

incoming documents, then, stamping 

General Manager signature on that 

documents that have been cross-checked, 

after that, if GM approved and signed, 

record all document into logbook outgoing 

document. Finally, confirmed by checking 

the documents that have been taken by the 

PIC (Person in Charge) or document owner 

in each department.  In addition, 

participated in activities commemorating 

Indonesia’s Independence Day, including 

Fun Run and Got Talent. 



 

49 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Pictures of Activity Description 

 

During the fifth week, managed daily 

incoming documents as always. The first is 

cross-check of completeness signatures and 

initials on documents before submitting 

them to the GM for approval. Then, 

stamping GM signature on the documents. 

After that, record all document that had 

been verified and signed by GM into 

logbook outgoing document. And lastly, 

confirmed by checking the documents that 

have been taken by the PIC in each 

department. 
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Pictures of Activity Description 

 

During the sixth week, the intern continued 

to handle routine tasks in managing daily 

incoming documents. The responsibilities 

included checking the completeness of 

signatures on documents before forwarding 

the to the GM for approval, followed by 

stamping GM signatures on the verified 

documents. The intern then recorded all 

approved documents into logbook outgoing 

document and finally confirmed the 

document that have been taken by the PIC. 
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Pictures of Activity Description 

 

During the seventh week, the intern was 

responsible for managing incoming 

documents that required the General 

Manager’s approval. Furthermore, 

continued filing incoming company letters 

for the year 2025, covering the period from 

July to August.  
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Pictures of Activity Description 

 

During the eighth week, the intern was 

assigned routine responsibilities in the 

Secretary, particularly in managing 

incoming documents that required the 

General Manager’s approval. This task was 

carried out on a daily basis to ensure that 

each document was properly reviewed and 

processed in accordance with company 

procedures. 
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Pictures of Activity Description 

 

During the ninth week, the intern continued 

to carry out the daily responsibilities, which 

primarily involved managing incoming 

documents requiring approval from the 

GM. This task remained the main focus in 

supporting the smooth flow of the 

company’s administrative process. 
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Pictures of Activity Description 

 

During the tenth week, the intern continued 

to have the same tasks as in previous weeks, 

namely managing daily incoming 

documents. And on the last day of this 

week, assisted the HR department in 

handling ISCC EU 4.2 Version training. 

From this activity, the intern gained 

experience outside of my work as a 

Secretary. 
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Pictures of Activity Description 

 

During the eleventh week, the intern was 

still responsible for managing incoming 

documents. These included stamping GM 

in document that have been cross-checked, 

recording approved documents into 

logbook outgoing document, and 

confirming the documents that have been 

taken by the PIC. 
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Pictures of Activity Description 

 

During the twelfth week, the intern was 

once again assigned routine responsibilities 

related to document management. The tasks 

included stamping of the GM signature on 

documents that had been checked, followed 

by recording each approved document in 

the logbook outgoing document. In 

addition, the intern verified the retrieval of 

these documents by the designated PIC or 

document owners in each department 

through logbook confirmation. 
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Pictures of Activity Description 

 

During the thirteenth week, the primary 

duties centered on administrative work 

involving document management. The 

tasks consisted of stamping GM signature 

on documents that had been reviewed and 

approved, logging each verified document 

into the logbook outgoing document, and 

ensuring that the respective PIC from each 

department had collected the approved 

documents. 
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Pictures of Activity Description 

 

 

 

During the fourteenth week, the intern 

assisted in preparing the CQP project as 

both committee and participant 

photographer. For daily, continued to be 

responsible for managing daily incoming 

documents, which included stamping GM 

in document that have been cross-checked, 

recording approved documents into 

logbook outgoing document, and 

confirming the documents that have been 

taken by the PIC. In addition, on the last day 

of this week, participated in the 5-5-1 

activity at the KCP. 
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Pictures of Activity Description 

 

 

 

During the fifteenth week, as usual, the 

intern carried out the daily task of managing 

incoming documents, which included 

stamping GM signature, recording 

approved documents into the logbook 

outgoing document, and verifying 

document collection by the PIC. In 

addition, the intern assisted in printing JDI, 

SGA, and SDA material and other 

preparations for the CQP project at PT. Ivo 

Mas Tunggal. During the event, the intern 

also contributed as a videographer, 

documenting the activities throughout the 

program. Moreover, continued filling 

incoming company letters for September to 

October 2025. 
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Pictures of Activity Description 

 

 

 

During the sixteenth week, the intern 

continued managing daily incoming 

documents, including stamping, recording, 

and verifying approved documents. 

Additionally, the intern compiled VMC 

ILM Data, which involved organizing 

attendance, documentation, and reports 

from various departments based on month, 

date, and location, and checking the 

compiled data in the Excel report checklist. 

And also assisted as a documenter during 

the Leaders Meeting. 
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Pictures of Activity Description 

 

 

During the seventeenth week, the intern 

continued managing daily incoming 

documents, including stamping, recording, 

and verifying approved documents. 
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Pictures of Activity Description 

 

 

During the final week, the intern continued 

the routine task of managing daily incoming 

documents, including stamping, recording, 

and verifying approved documents. In 

addition, was assigned to create ordner 

labels for annual filing 2020, 2024, and 

2025. Moreover, the intern continued 

annual filing incoming company letters for 

the year 2025 (October – November). 
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Appendix 6: Logbook 
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Appendix 7: Documentation during Apprenticeship 
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