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CHAPTER |

INTRODUCTION

1.1 Background of the Apprenticeship
An internship is a program for student to gain more professional skill. The important of
internship is monitored is supported by the constitution in Indonesia which is stated in the Act
of Workforce No.13 year 2003:
“Pemagangan adalah bagian dari sistem pelatihan kerja yang diselenggarakan secara
terpadu antara pelatihan di lembaga pelatihan dengan bekerja secara langsung di
bawah. bimbingan dan pengawasan instruktur atau pekerja/buruh yang
lebihberpengalaman, dalam proses produksi barang dan/atau jasa di
perusahaan, dalam rangka menguasai keterampilan atau keahlian tertentu. ”
Internships aim at improving on personal career development and can be a semester, summer,
or even year-long program. The important element that distinguishes an internship from a short-
term job or community service is the intentional "learning goals” that the intern brings to the
experience. An Internship is one of the subjects in English Study Program - Diploma (D3) at
Buddhi Dharma University. All students in English Language major are obliged to conduct
internship in a private company, bank, school, orin institution field. The students are given
time two months to conduct their internship. As a part of industrial and services see for travel

is a company that need good human resources.

Based on the description above, the writer chooses PT. PARAMOUNT ENTERPRISE

INTERNATIONAL as the place of internship because the writer wants to know about how



the property company works. Besides that, the writer wants to know about all the activities, the
main duties and the function of the private property & lifestyle company in Indonesia.
Therefore, the writer tries to improve her knowledge in PT. PARAMOUNT ENTERPRISE
INTERNATIONAL related to her educational background and applies the knowledge obtained
from the campus, such as introduction to business, computer program, English for secretary,

and English for business etc.

1.2 Objective of the Apprenticeship

Based on the background, the objectives of the internship are as follows:

. To improve the student job experience as a preparation to entering the working environment at

the company.

. To figure out about habitual activity that can be implemented in working environment or

corporation, learn about honesty, friendliness, creativity, and time management.

. To get a job opportunity that is with study course that has been learnt. Such as, Computer Skill

and English for Secretary according to the subject of Business English that has been learned.

. To assist the student to know how to communicate effectively with another employee, how to

work in team or individually and how to face the costumer or public.

1.3 The Significances of the Internship

2. Theoretical significance
It gives contribution to development curriculum at Business English, English for Secretary,

Public Speaking, Excel for Business, Introduction to English for Business.

3. Practical Significances



a. To apply knowledge obtained from the campus, such as English for business, English for
secretary, working skill and speaking.

b. To find out the main duties of secretary.

c. To get experiences about professionalism and ethical behavior in working area.

1.4 The Time and Internships Work Procedures

As for the time of the internship, which is 2 months and 4 days starting on February 25 2020
until April 30 2020, in the secretary department as an admin warehouse staff for the Soho Office
Park business unit. This internship is held every Monday to Friday at 08: 30- 17:00 WIB. As for

the procedure of carrying out apprenticeship work Paramount Enterprise consists of 3 stages:

1.4.1 Submission Stage

The writer submit an application by completing the internship submission form as a
reference for the preparation of an Internship Introductory Letter addressed to the intended
company. Furthermore, the writer broght a letter of introduction to internship to prospective
companies where the Internship would be carried out immediately by bringing a letter of
internship to the Paramount Head Office. The writer could start doing Internship if they have
received a reply letter that the student is accepted by the Internship by the company (Paramount
Serpong). After receiving an internship acceptance letter, the writer was then given instructions
to work in which division. The division that the writer get was the secretariat division. There,
the writer would worked as a warehouse administrative staff, the tasks that would be carried

out include doing various administrative work, recapitulating



attendance, salary and overtime, making purchase orders, managing employee BPJS cards,

taking care of employee leave.

1.4.2 Implementation Stage

Before writer do an Internship at the company (Paramount Serpong), writer were
required to attend Internship lectures intended as briefing and preparation to be able to find out
what could be done and explore related knowledge in apprenticeship work then after debriefing
enough the writer could start entering internships in accordance with work contracts that have

been determined by the company..

1.4.3 The Final Stage

After reaching the deadline specified by the writer, the writer began to make an
internship report which is assisted in the making by the field supervisor and thus minimizes

systematic writing errors before being collected to the lecturer supervisors on campus.



CHAPTER Il

THE PROFILE OF THE COMPANY

2.1 The History

A Brief History of the Company PT Paramount Enterprise is one of the leading property
companies in Indonesia. The company first operated since December 18, 2006 through the
development of integrated property in a land area of 550 hectares located in the strategic area
of Gading Serpong. PT Paramount Enterprise has successfully launched projects that are able
to attract consumers' interest and get positive responses, even well-known schools also attend
the Gading Serpong area such as Stella Maris, BPK Penabur, Tarakanita, Pahoa, Tunas Bangsa,
and Multimedia Nusantara University. Consumer confidence began to be achieved in line with
the development of PT Paramount Enterprise to create quality products on an ongoing basis.

Positive responses from consumers made PT Paramount Enterprise become one of the
well-known property companies in the Serpong area. By using the tagline "Building Homes
and People with Heart" which has a special meaning and is more touching to consumers. By
prioritizing heart, it will produce a close relationship between PT Paramount Enterprise and its
customers. Currently PT Paramount Enterprise is one of the well-known property companies
in Serpong, because so far the company has always provided exclusive services and facilities
in each cluster in order to complete the needs of families both physically and spiritually. PT
Paramount Enterprise has now begun to develop large-scale products, such as tall buildings
and other commercial facilities. Atria Hotel & Conference Center, Paramount

Residences Apartment, Paramount Skyline Complex, Bethsaida Hospital, Serpong Fame



Hotel and several other high-rise buildings that are still in the planning are proof of the
seriousness of PT. Paramount Enterprise in answering all the needs of consumers who are

complete in one area, where consumers can live happily in socializing and doing business.

2.2 Vision and Mission
Vision and Mission are the ideal view of the future to be realized within certain
Time frame to support the organization as follow:
2.2.1 Vision
To be a leading property company in Indonesia, by building homes and people
across the nation with heart.
2.2.2 Mission
To faithfully serve with the highest commitment to our customers and
communities, so the customers can live holistically and sustainably by developing
townships, real estate, large mixed-use development, infrastructure and high quality
living environments, whilst continuously also observing and supporting education both
quantitatively and qualitatively, as Indonesia becomes firmly grounded as a globally
recognized nation of strength, moving into its golden era of development over the next

20-30 years.

2.3 The Location
The Paramount Enterprise International Head Office is located on Gading Serpong,
Paramount Plaza, JI. Boulevard Raya Gading Serpong No.Kav. 1, Pakulonan Bar., Tangerang,

Banten 15810



2.4

SOHO Office Park Business Unit is located on JI. Gading Serpong Boulevard No.9,

Curug Sangereng, Kec. Klp. Dua, Tangerang, Banten 15810

The Business Activities
Paramount Enterprise business core is real estate and property, the activities encompass
a range of services relating to the provision of property, i.e. buying, selling and renting of
commercial and residential properties or land. This division also includes the activities of real
estate agents intermediating in buying, selling, letting or managing real estate. Paramount
Enterprise is selling residential, commercial, land and high rise properties.
Paramount has three basic values that are applied in carrying out company activities,
including:
a) Integrity in trust, thoughts, words and deeds.
b) Stewardship With full integrity to seek, develop, use and be responsible for the
talents, time and wealth that has been entrusted by God to us, to serve and
multiply.

c) Respect Serve stakeholders with a spirit of integrity and stewardship
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Image 2.1 One type of resident in Montana Village

Image 2.2 One type of commercial in Solvang Square
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Image 2.3 One type of high rise in Beverly 90210

2.5  The Management Structure

Organization Structure
Warehouse Department
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Image 2.4 PT Paramount Enterprise Organization Structure
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2.5.1 Job Description

Enterprise,

Below is the duty of each division in the warehouse department at PT Paramount

BOD or Board of Director

Advising on strategic plans, participating in evaluations, and monitoring
its financial affairs. They also prepare for board meetings, attend them
regularly and actively participate in them.

Secretariat Division Head

Evaluate division performance and recommend new strategies for
performance improvements, resolve business issues and ensure that all
escalated issues are closed, ensure that team work in-compliance with
company policies and procedures

Senior Secretariat Department

Responsible for the overall operations and profitability of a company or
institution. The goal is to maximize the organization's efficiency,
productivity, and performance, by making sure all operations are
running smoothly in the secretariat department.

Warehouse Department

Responsible for planning, directing and overseeing the operations and
fiscal health of secretariat department, and also responsible for

overseeing and leading the work of a group of people in the department.

10

. Warehouse SOHO Coordinator



10.

Ensure the project in the warehouse is running smoothly, on time and to
budget. Typically include planning certain parts of the project,
monitoring its progress, coordinating meetings and overseeing members
of the project team.

Designers

Study trends and sketch the initial clothing or accessory design. They
attend trade shows or visit manufacturers to select fabrics and trims.
Designers conduct fittings and adjustments on prototypes of their
designs for the needs of the owner.

Quality Control

Responsible for making sure that all the dress code meet a set of
predetermined quality standards before being shipped to the owner.
Tailor Coordinator (Bags)

Make a bag pattern, cut the skin of all bags, glue all'bag models, attach
all bag accessories, and cut all mica belts.

Tailor Coordinator (Dress)

Doing clothes changes for owner’s clothes, cut cloth for bed linen,
tailoring clothes according to owner's instructions.

Asset Management Officer

Conducting Stock Asset, input the asset data into the current Minerva

System, update the latest data from assets and coordinate with the asset

11

team at owner's house, making sure all items in the form of bags and

shoes are already with Silica Gel.



11.

12.

13.

14.

15.

16.

17.

SOHO Warehouse Handler or PIC

Responsible for supervising total operations at the absence of the
Warehouse Head, or higher authority. Ensures the warehouse team is
meeting the owner’s standards.

Tailor (Bags)

Sew all models of Ms. Liza's bag, sew a bag holster, sewing towels,
washcloths, wash towels, and sports towels, clean the ready-made bag.
Tailor (Dress)

Responsible for constructing, altering, repairing, or modifying garments
for owner based on owner specifications, needs, and preferences.

Asset System Minerva Staff

Helping and assisting the Asset Management Officer with system
Minerva.

Serenade Warehouse Handler or PIC

Responsible for supervising total operations in the Serenade warehouse.
Ensures the warehouse team is meeting the owner’s standards.
Warehouse Administration Staff

Perform routine administrative activities such as:

12

Recap of Entry and Outgoing Letters, help provide administrative needs,
follow up the submission of the purchase of goods to head office,
making Minutes of Meeting results

Picker



18.

Choose and prepare clothing, bags, shoes, and accessories in accordance
with the weekly pantone for the owner, checking of goods with travel
permit, maintaining the condition of the dress code room remains neat
and clean, send and retrieve weekly dress codes, put back the dress code
that has been used by the owner to its original place.

Tailor (Sequins)

Make a large glass belt, make a small glass belt, make a leaf belt, and
register the belts that have been done and those that want to be sent to

owner’s residence.

13



CHAPTER IlI

THE ACTIVITY OF THE APPRENTICESHIP

3.1  The Department

Department the writer is working for is the Secretariat Division. The Division is
specifically made to fulfilling the needs of the owner of the company. Jobs in this division
include tidying up the owner's personal belongings, ensuring the owner's belongings are always
neat and clean, sending the dress code to the owner in accordance with the color determined
each week, checking the entry and exit of goods, repairing the owner's belongings damaged or
that needs to be changed, designing bags and clothes for the owner, ensuring that the needs of

the owner are met properly.

3.2 The Task

3.2.1 Fist Week Activities

The writer starts an internship at Paramount Enterprise in Gading Serpong for 2 months
and 4 days (February 25 2020 until April 30 2020) and the writer was placed in the Secretary
Division. After that the writer explained about the rules-in this companies what should the
writer did during her internship in this company. The first day of the apprentice, writer was not
familiar with the working atmosphere at the company because the writer hadn’t adapted yet,

but with good communication between the writer and the staff as well as

14

employees, so the writer could adapt quickly. Even on this first day, the writer was included in



the Kajian event at Atria Hotel along with the staff of the other divisions so that the atmosphere

became more intimate and very pleasant. And also for guidance and explanations provided by



3.3  The Department

Department the writer is working for is the Secretariat Division. The Division is
specifically made to fulfilling the needs of the owner of the company. Jobs in this division
include tidying up the owner's personal belongings, ensuring the owner's belongings are always
neat and clean, sending the dress code to the owner in accordance with the color determined
each week, checking the entry and exit of goods, repairing the owner's belongings damaged or
that needs to be changed, designing bags and clothes for the owner, ensuring that the needs of

the owner are met properly.

34 The Task

3.4.1 Fist Week Activities

The writer starts an internship at Paramount Enterprise in Gading Serpong for 2 months
and 4 days (February 25 2020 until April 30 2020) and the writer was placed in the Secretary
Division. After that the writer explained about the rules in this companies what should the
writer did during her internship in this company. The first day of the apprentice, writer was not
familiar with the working atmosphere at the company because the writer hadn’t adapted yet,

but with good communication between the writer and the staff as well as

14

employees, so the writer could adapt quickly. Even on this first day, the writer was included in
the Kajian event at Atria Hotel along with the staff of the other divisions so that the atmosphere

became more intimate and very pleasant. And also for guidance and explanations provided by



field supervisors and staff in the Secretariat Division so that the writer could complete the task
as well as possible. To obtain the data needed in compiling the report the writer is given the
opportunity to ask the other parts. In the first week of the work internship, the writer learned to
perform various administrative activities such as, tidying up invoice documents, checking up
on employee schedules that are already running, and practicing making employee schedules
for the following month. At first the writer felt confused and lost, but with the help of other
coworkers the writer could learn quickly and has been able to create a schedule for employees

perfectly.

3.4.2 Next Activities

After the writer worked for some time, the work that the writer got increased. The writer
must learn how to make a purchase order for a supplier, check out office equipment that has
thinned and re-order, check employee absences and help employees who have problems with
leave or overtime. The writer must also ensure that all employees in the division receive the
appropriate salary without any deductions, if that happens the writer must find out where the
problem is and solve the problem. The writer was also responsible for the duties of the driver
in the division and made sure the drivers do their job well. The writer also often deals directly

with the owner's secretaries, who oftenly needed the services of the

15

secretariat division drivers who is managed by the writer during her work. The writer was
responsible for ensuring that the driver's work was done and completed perfectly. The writer

must also recap the overtime money of all employees in the secretariat division.



3.4.3 Other Activities

In addition to doing the work mentioned above, the writer also performed other
activities outside of routine work such as attending company’s training and special ceremonies
of the company for its employees. There were also activities such as blood donations, car free
day events and running competitions. The program was very influential to help the writer got
to know her coworkers even better. The writer has also been involved in employee birthdays
in the office several times, the writer helped prepare cakes and gifts, the next one would be
celebrated after working hours are over. The dinner program was held after the birthday

celebration.

3.5  TheProblems
Problems that were often faced by the writer include:

- Employee who experienced a salary deduction, employees who experience salary
deductions are usually due to absences that are not inputted in the system, or they do not

come to the office due to illness but do not provide doctor's letters.

- Overtime that is not paid, this happens if the employee forgets or does not enter their

overtime into the system, which results in the company not paying the overtime fee.

16

- Employees who experience problems with absenteeism, error attendance system that often
occurs when the finger print machine is in trouble, this will result in employee attendance

data is messy and problematic.



3.6  The Way Out

During her internship, the writer faced various problems that had to be resolved, the following
is how the writer resolved the problems that she had encountered. One of the problems she encountered
was the occurrence of salary cuts to one of the employees in the division where she was apprenticed.
The first thing that the writer did was checking the attendance of employees affected by the salary
deduction, then the writer looked for absences that have problem which causing the deduction of the
employee's salary. After tracing employee absenteeism and finding out which absences are the issue,
the writer found out the cause of absenteeism problem, one of the causes waas a finger print machine
whose error made employee absences unregistered and the system records that there were no absences
entered for that employee on that day. The writer then recapped the problematic employee absences
from a manual absence and reports them to the Human Capital section so that they could be revised

immediately and the employee salary that has been deducted will be paid at the next salary.

For problems with overtime pay that were not paid, the writer found that the problem is with
employees who incorrectly input overtime data in the system. The writer could help by revising

overtime data and reporting it to Human Capital, overtime money will be paid the following month.

17

As explained above, errors in the attendance system are often to be found, and problems are
rooted in a broken machine or the system does not update the attendance clock, for this reason the

writer advise her supervisor to make a manual absence as proof of employee absences in and out.



Manual attendance is very helpful when the system at the office is in error and employees cannot be

absent using the machine.
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