APPRENTICESHIP REPORT
MEETUP COWORKING & OFFICE SPACE

PEKANBARU - RIAU

ZALINA
Reg. Number: 5504211029

P,

ENGLISH FOR BUSINESS AND PROFESSIONAL
COMMUNICATION STUDY PROGRAM
LANGUAGE DEPARTMENT
STATE POLYTECHNIC OF BENGKALIS
BENGKALIS
2025




APPROVAL SHEET

APPROVAL SHEET
APPRENTICESHIP REPORT
MEETUP COWORKING & OFFICE SPACE
PEKANBARU - RIAU

Written as one of the requirements for completing Apprenticeship

ZALINA
5504211029

Pekanbaru, December 19 2024

Director Advisor

MeetUp Coworking & Office Space

NORKING &

Shiella Deani, B.Arch Arita Destianingsih
NIP. 199012232024212036

Approved by,

Head of English for Business and Professional Communication Study Program
State Polytechnic of Bengkalis

\\ ~Fanalifa Elfa, M.Pd

\L_NIP, 198510082019032015



ACCEPTANCE SHEET

ACCEPTANCE SHEET

This is to certify that we have examined the apprenticeship report of Zalina
Reg. Number 5504211029 who has done the apprenticeship at MeetUp Coworking
& Office Space started from Agustus 19" to December *" 2024, This report is to
used for partial fulfilment of the State Polytechnic of Bengkalis. This report is
complete and satisfactory in all respect, and any all revisions required by the

apprenticeship report examine committee had been made.

Bengkalis, January 9% 2024
Accepted By:

Advisor

i
P

Arita Destianingsih, M.Pd
NIP. 199012232024212036

Approved By:
Head of English for Business and Professional Communication
Study Program of
State Polytechnic of Bengkalis

bl

Fanalisa Elfa, M.Pd
NIP. 198510082019032015



ACKNOWLEDGEMENT

Praise the writer's gratitude to Allah SWT, because for the blessings and grace

the writer can complete this Apprenticeship Report. The writing of this Apprenticeship

Report is carried out in order to fulfil one of the requirements to get a grade in the

Diploma 4 English for Business and Professional Communication study program at

State Polytechnic of Bengkalis.

In writing this Apprenticeship Report, it may not be completed without guidance,

advice, assistance and support from various parties. Therefore, on this occasion the

writer would like to express gratitude to:

1.
2.

[98)

N R

10.

11.

12.

13.

Johny Custer, ST., MT as the Director of State Polytechnic of Bengkalis.

Diah Paramita Sari, M.Pd as the Head of the Language Department

Fanalisa Elfa,M. Pd as the Head of D-IV English for Business and Professional
Communication Study Program.

Ari Satria, M.Pd. B. I as the Head of D-III English Study Program.

Arita Destianingsih, M. Pd as advisor of apprenticeship.

Shiella Deani as the Managing Director in MeeUp Coworking & Office Space
Winda Oktavia S.I.Kom as the Advisor who has guided and taught many new things
to the writer during the apprenticeship.

All the big family of MeetUp Coworking & Office Space Pekanbaru who have been
providing lessons and guidance in completing the internship.

All Lectures of Language Department at State Polytechnic of Bengkalis
Especially all family members who have given a lot of sacrifice, prayers, support,
energy, their time and materials to help and support the writer from the beginning
to the end of this apprenticeship.

All friends who have accompanied and provided support to the writer during  the
apprenticeship activities especially Nur Fatihah my internship partner.

For someone who is usually called bias by the author, namely from a boy group
from South Korea, namely a member of the XODIAC group, Kim Davin, who has
become the author's inspiration and enthusiasm in doing internships and also
internship reports.

All parties who have been present in the writer’s life, who cannot have mentioned

one by one.

il



The writer realizes that in the preparation of this Apprenticeship report, it is still
far from perfect, both in terms of preparation, language and writing. Therefore, the
writer really expects constructive criticism and suggestions to become a reference for
writers in the future. Hopefully this apprenticeship report can be useful for the writer

and the reader.

Bengkalis, 16" January, 2024
Best Regards,

Zalina
Reg. Number 5504211029

v



TABLE OF CONTENT

APPRENTICESHIP REPORT
APPROVAL SHEET ..ot i
ACCEPTANCE SHEET ..ottt ii
ACKNOWLEDGEMENT ..ot iii
TABLE OF CONTENT .....coooiiiiiiiiii e \4
LIST OF FIGURES ...t vi
LIST OF TABLES ... .ot ne s vii
LIST OF APPENDICES ........oiiiiiii s viii
CHAPTER 1 INTRODUCTION ......cooiiiiiiiiiiieit e 1
1.1 Background of ApprentiCeShip........ccouiiviiiiiiiiiiiiiii e 1
1.2 Purpose of APPrentiCESNIP ......ccviiiiiiiiiiiieiiic e 2
1.3 Significance of the APPrentiCeShiP ......coiveiiiiiiiiiii i 3
GENERAL DESCRIPTION OF COMPANY .....ooiiiiiiiiiiiiiiei e 4
2.1 ComMPANY HISTOTY 1..vviiiiiiiiiiiiiic e 4
2.2 ViS1ON AN MISSION ....viiuiiiiiiiiiiiiiieiti e 5
2.3 KinNd OF BUSINESS ... 6
2.4 Organization STIUCLULE ........ciiiiriiieiiieii i 7
CHAPTER III SCOPE OF THE APPRENTICESHIP ...........cocoooiiiiiiiiiiiiii e, 9
3.1 JOD DESCIIPLION ...ttt ettt b e e e b e enn e e nneeennas 9
3.2 System and ProCedUIE .........ccviiiiiiieiiieieeie e 10
3.3 Place of APPrentiCeShIP. .....cuciiiiiiiiiiiiiii et 16
3.4 Kind and Description Of the ACHVILY .......cciiiiiiiiiiiiiic e 16
CHAPTER IV CONCLUSION AND SUGGESTION........ccccoiiiiiiiiiiieiec e 29
4.1 CONCIUSION.....cuviiiiiitieii bbb sr e 29
4.2 SUGEESTION ...veiuriieiiitiei ettt 29
REFERENCES ... 31
APPENDICES ...ttt ettt b e nneenne s 32



LIST OF FIGURES

Figure 2.1 MeetUp BUilding .........ccccoviiiiiiiiiiiiiece e 4
Figure 3.1 Working procedure Whatsapp Broadcasting ...........c.cocoecvvirniiicinniciiinieceen, 10
Figure 3.2 Whatsapp Broadcasting apps.........ccceoeriiriicininnieiieee s 10
Figure 3.3 Official WebSIte.........coviiiiiiiiccc e 12
Figure 3.4 Tenants and ro0m Preparation ...........cccouoveeeeririririeenininieiee e 12
Figure 3.5 Data guest from Microsoft EXCel.........cocoviiiiiiiiiiniiicccc 13
Figure 3.6 Taking video and photo..........cccoriiiiiiiiicic e 14
Figure 3.7 EdIting PrOJECt .......ooviviiiiiiiiiciii e 15
Figure 3.8 Attending seminar and Project SUIVEY .........ccovreiiiririnreiiirinisreceneseseeeee e 16

vi



LIST OF TABLES

Table 3.1 Internship SChedule ..o 9
Table 3.2 First Week Activities (19" August - 24" August 2024) .....ccooveveveeerirenirerenan, 16
Table 3.3 Second Week Activities (26™ August — 315 August 2024) ......cooeeererrrrererenenn,s 17
Table 3.4 Third Week Activities (2" September - 7 September 2024) .......ccccovvvvvererenenn, 17
Table 3.5 Fourth Week Activities (9™ September - 14" September 2024).........cccovvvvenne. 18
Table 3.6 Fifth Week Activities (16" September — 215'September 2024) .........ccovverennen. 19
Table 3.7 Sixth Week Activities (23™ September - 28" September 2024)...........ccocveuv..e. 20
Table 3.8 Seventh Week Activities (30™ September — 5 October 2024) ........c.coceveveneeee. 21
Table 3.9 Eighth Week Activities (7% October — 12% October 2024) .......cccevevvivevirerenan. 21
Table 3.10 Nineth Week Activities (14" October — 19 October 2024) .......cccoovvvvrererennn, 22
Table 3.11 Tenth Week Activities (215 October — 26" October 2024)........cccccvrvrvrvererenenns 23
Table 3.12 Eleventh Week Activities (28" October — 2" November 2024) ..........cccvveen. 23
Table 3.13 Twelveth Week Activities (4" November — 9" November 2024) ..........c.c...... 24
Table 3.14 Thirteenth Week Activities (11" November — 16" November 2024).............. 25
Table 3.15 Fourteenth Week Activities (18" November — 23" November 2024)............. 25
Table 3.16 Fifteenth Week Activities (25" November — 30" November 2024)................ 26
Table 3.17 Sixteenth Week Activities (2" December — 7" December 2024) ................... 26
Table 3.18 Seventeenth Week Activities (9™ December — 14" December 2024).............. 27
Table 3.19 Eighteenth Week Activities (16" December — 191" December 2024) ............. 28

vii



LIST OF APPENDICES

APPENDIX 1: Apprenticeship Acceptance Letter .........coovuvvrviiiiiiiiiciieiiseeseee e 32
APPENDIX 2: Apprenticeship Statement Letter..........ccoovvvviiiiiiiiiiicieciecnecc e 33
APPENDIX 3: Certificate Of Internship .........ccccooviiiiiiiiiiiiiiesee 34
APPENDIX 4: Evaluation FOIM .......cccooiiiiiiiiiiiiic s 35
APPENDIX 5: List Of Attendance ..........cccvvviiiiiiiiiiiie s 36
APPENDIX 6: Daily Activity ApprentiCeShip ......ccocoveiiiiiiiiiiiiceeeseeee e 43
APPENDIX 7: REVISION LISt ...civiiiiiiiiiiiiie e 87
APPENDIX 8: Daily Activity LOZDOOK .......ccviiiiiiiiiiiiiiicceeee s 88

viii



	COVER
	APPROVAL SHEET
	ACCEPTANCE SHEET
	ACKNOWLEDGEMENT 
	TABLE OF CONTENT
	LIST OF FIGURES 
	LIST OF TABLES 
	LIST OF APPENDICES

