
APPRENTICESHIP REPORT 

PT.PELINDO JASA MARITIM 

DUMAI 

 

 

 

 

By : 

NAJELATUL FITRI 

Reg Number : 5504221084 

 

 

 

 

 

ENGLISH FOR BUSINESS AND PROFESSIONAL 

 COMMUNICATION STUDY PROGRAM 

LANGUAGE DEPARTMENT 

STATE POLYTECHNIC OF BENGKALIS 

2025



i 
 

 
  



ii 
 

 

 

  



iii 
 

 

ACKNOWLEDGEMENT 

 

Praise and gratitude the author offers to the presence of ALLAH SWT for all His 

gifts and grace, so that the author can complete the apprenticeship activities and 

completed the apprenticeship report that the author did at PT. Pelindo Jasa Maritim on 

time, namely from July 21, 2025 to November 21, 2025.  

The author is very grateful to certain parties who have helped and provided 

guidance during the author's internship. who are very kind and accept the author to join 

and have the opportunity to become one of the members of the big family of PT.Pelindo 

Jasa Maritim. 

The author realizes that the preparation of this internship report cannot be separated 

from the support, guidance, and motivation from various parties. Therefore, on this 

occasion, the author would like to express his deepest appreciation and gratitude to: 

1. Special thanks to my family, especially my parents,  Suaibah and Suraji, as well as 

my entire extended family, who have provided moral and material support.  

2. Mr. Johny Custer, S.T., MT, Director of the Bengkalis State Polytechnic.  

3. Mrs. Diah Paramita Sari, M.Pd, Head of the Language Department at the Bengkalis 

State Polytechnic.  

4. Ms. Fanalisa Elfa as Head of the English for Business and Professional 

Communication Study Program. 

5. Mr. M.I. Gunawan,S.S., M.Hum as my edvisor of intership report. 

6. Mr. Dr. Halim Dwi Putra, S.Pd., M.AB, Coordinator of the Apprenticeship Program. 

7. Capt. Delfianis, S.E., M.MAR as Area Manager for Sumatra 2 at PT. Pelindo Jasa 

Maritim.  

8. Capt. Teguh Tri Handoyo, M., Mar as Deputy Manager of the Dumai Unit  

10. Mrs. Dewi Rustiana as my mentor during my field work practice at PT. Pelindo 

Jasa Maritim.  



iv 
 

11. Mrs, Herfida Rahmi as my second mentor during my field work practice at PT. 

Pelindo Jasa Maritim.  

May Allah bless every act of kindness and sincerity given. I realize that this 

Apprenticeship Report is not perfect and still needs improvement, so I truly welcome 

any feedback or suggestions. Hopefully, this report can be a helpful reference for 

anyone who needs it in the future. 

 

 

Bengkalis,21 November 2025 

 

 

Najelatul Fitri 

Reg.Number: 5504221084 

 

 

 

 

 

 

 

 

 

 

 

  



v 
 

TABLE OF CONTENT 

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

ACCEPTANCE SHEET ……………………………………………………… ii 

ACKNOWLEDGEMENT ………………………………………………….... iii 

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

LIST OF FIGURES …………………………………………………………... v 

LIST OF TABLE ……………………………………………………………… vi 

LIST OF APPENDICES ……………………………………………………… vii 

 

CHAPTER I INTRODUCTION ……………………………………………… 1 

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

 1.2 Purposes of the Apprenticeship …………………………………...... 3 

 1.3 Significances of the Apprenticeship ………………………………… 3 

 

CHAPTER II GENERAL DESCRIPTION OF THE COMPANY ………… 6 

 2.1  Company History ………………………………………………........ 6 

 2.2 Vision and Mission …………………………………………….......... 7 

   2.2.1 Vision ……………………………………………………… 7 

   2.2.2 Mission ……………………………………………………. 8 

 2.3 Organization Structure …………………………………………......... 8 

 

CHAPTER III SCOPE OF THE APPRENTICESHIP ……………………… 12 

 3.1 Job Description ………………………………………………………. 12 

 3.2 System and Procedure ………………………………………….......... 17 

 3.3 Kind and Description of the Activity ………………………………... 24 

 3.4 Constrain of the Apprenticeship …………………………………….. 49 

 

CHAPTER IV CONCLUSION AND SUGGESTION ……………………….. 50 

 4.1 Conclusion …………………………………………………………… 50 

 4.2 Suggestion …………………………………………………………… 51 

 

REFERENCES ………………………………………………………………….. 52 

LIST OF APPENDICES ………………………………………………………... 53 

 

  



vi 
 

LIST OF FIGURES 

 

Figure 2. 1 Office PT. Pelindo Jasa Maritim ………………………………….. 7 

Figure 2. 2 Organization Structure PT. Pelindo Jasa Maritim ………………… 9 

Figure 2. 3 The Working Process During Intership …………………………… 13 

Figure 3. 1 Archiving of Administrative Document …………………………... 14 

Figure 3. 2 Inputting and Verifying Daily Expense Record ………………….. 15 

Figure 3. 3 Daily Morning Briefing Attendance ……………………………. 16 

Figure 3. 4 Printing Proforma and Invoice …………………………………… 17 

Figure 3.  5 Process of Archiving of Administrative Document ……………. 20 

Figure 3. 6 Process of Inputting and Verifying Daily Expense Record ……… 22 

Figure 3. 7 process of Daily Morning Briefing Attendance ………………….. 23 

 

 

 

  



vii 
 

LIST OF TABLE 

 

Table 3.  2   Daily activities from July 21st to July 25th, 2025  ........................... 23 

Table 3.  3   Daily activities from July 28th to August 1st, 2025  ........................ 24 

Table 3.  4   Daily activities from August 4th to August 8th, 2025  ..................... 25 

Table 3.  5   Daily activities from August 11th to August 15th, 2025  ................. 27 

Table 3.  6   Daily activities from August 18th to August 22nd, 2025  ................. 28 

Table 3.  7   Daily activities from August 25th to August 29th, 2025  ................. 30 

Table 3.  8   Daily activities from September 2nd to September 4th, 2025  ......... 32 

Table 3.  9   Daily activities from September 8th to September 12th, 2025  ........ 33 

Table 3.  10 Daily activities from September 15th to September 19th, 2025  ...... 35 

Table 3.  11 Daily activities from September 22nd to September 16th, 2025  ..... 36 

Table 3.  12 Daily activities from September 29th to October 3rd, 2025  ............ 37 

Table 3.  13 Daily activities from October 6th to October 10th, 2025  ................ 38 

Table 3.  14 Daily activities from October 13th to October 17th, 2025  .............. 40 

Table 3.  15 Daily activities from October 20th to October 24th, 2025  .............. 41 

Table 3.  16 Daily activities from October 27th to October 31st, 2025  ............... 42 

Table 3.  17 Daily activities from November 3rd to November 7th, 2025  .......... 44 

Table 3.  18 Daily activities from November 10th to November 14th, 2025  ...... 45 

Table 3.  19 Daily activities from November 17th to November 21st, 2025 … 47

  

 

 

  



viii 
 

 

LIST OF APPENDICES 
 

Appendix 1: Apprenticeship Acceptance Letter ………………………………  52 

Appendix 2: Apprenticeship Statement Letter …………………………….......  53 

Appendix 3: Evaluation Result ……………………………………………...... 54 

Appendix 4: Certificate from the Company ………………………………....... 55 

Appendix 5: List of Attendance ……………………………………………..... 56 

Appendix 6: Weekly Logbook ………………………………………………... 57 

Appendix 7: Documentation During Apprenticeship …………………………. 70 

 

 

 

 

 

 

 

 


	APPROVAL SHEET
	ACCAPTANCE SHEET
	ACKNOWLEDGEMENT
	TABLE OF CONTENT
	LIST OF FIGURES
	LIST OF TABLE
	LIST OF APPENDICES

