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CHAPTER |

INTRODUCTION

1.1 Backgroud of The Apprenticeship

Apprenticeship is a program for student to learn directly in the field to practice in
the real world of work to gain more professional skill, and so that student will be
better prepared to face the world of work for their future. Students can meet the
needs Industrial Human Resources.

The Important of Internship is monitored and supported by the
constitution in Indonesia which is stated in the Act of Workforce No. 13 year
2003
o “Pemagangan adalah bagian dari system pelatihankerja yang

diselenggarakan secara terpadu antara pelatihan di lembaga pelatihan
dengan bekerja secara langsung di bawah bimbingan dan pengawasan
instruktur atau pekerja/buruh yang lebih berpengalaman, dalam proses
produksi barang dan/atau jasa di perusahaan, dalam rangka menguasai
keterampilan atau keahlian tertentu .

The development of science and technology which is currently
increasingly advanced causes the need for skilled human resources in their fields
of expertise. As we know the world of work is a world full of competition and
skills. A diploma alone is not powerful enough to penetrate an increasingly tight
job market.Students as one of the assets of human resources in the world of work

must adapt and develop themselves to the environment they will face by



equipping them with various education and knowledge. To produce a reliable and
professional workforce, universities are required to prepare their graduates well.
The internship program is an effective way to advance between theory and
practice learned during lectures with real work practice in the field. With this
internship, it is hoped that students, in this case writer personally, can have a real
understanding of the real world of work. This activity is also expected to add
experience and skills for students before they actually enter and compete in the
world of work.

Writer is a Diploma Three (D3) student majoring English Language
Education at Buddhi Dharma University. As one of the requirements to obtain the
Diploma Three, the writer needs to do an apprenticeship.Bases on the decription
above, In this internship opportunity, the writer chooses an apprenticeship at PT.
Benli Indonesia in the Department of Accounting and Finance Staff. Not only as
a requirement to complete the Diploma Three(D3) final report project at Buddhi
Dharma University.

Basically,from the apprenticeship, the writer wants:

1. To get experince, expeciallyin all-procedures in accounting and finance
departemen.

2. To improve abilities, how writer to do and manage the job better.

3. To learn something new about the world of work

So that writer has the provision to compete in the world of work in the writer’s

future.



1.2 Objective of The Apprenticeship

1.2.1 General Porpuse

The General objectives of the Apprenticeship are:

1. To fulfill the requirements to complete the final report for the Diploma
Theree(D3) level in English Language at Buddhi Dharma University.

2. Able to apply the knowledge gained during lectures with conditions in the
field.

3. Train skills in working professionally in employment conditions in
accordance with regulations within the company and the field of work
occupied.

1.2.2 Special Purpose

The specific objectives of this internship are:

1. Learning-work management at PT. Benli Indonesia especially in Accounting
and Financedepartment.

2. Learning the financial management process of PT. Bunli Indonesia well.

3. Learning the journalization process to make a company's financial report PT.
Benli Indonesia.
4. Apply and learn how to communicate and cooperate well between

colleagues.



English is a very important international language that has been widely used,
especially in the business world, many local Indonesian companies are
collaborating with foreign companies, one of which is PT. Benli Indonesia in
cooperation with foreign suppliers. the writer as a staff in the Accounting and

Finance department at PT. Benli Indonesia should be able to speak English

because the writers usually confirms the payment via email to foreign suppliers.

Broadly speaking ,the definition of the Accounting and Finance department is

finance focuses on finding  funds, managing and allocating payments, but

accounting is recording and classifying financial transactions. There are so many
definitions about Accounting and Financedepatement , below are some the
explanation:

a. Accounting is the activity of collecting, analyzing, presenting in the form of
numbers, - classifying, recording, summarizing, and Treporting the
activities/transactions of a business entity in the form of financial
information.(Rudianto:2021)

b. Accounting is an art to collect, identify, classify, record transactions and
events related to finance, so as to produce information, namely financial
statements that can be used by interested parties(Thomas Sumarsan:2021)

c. Financial management is the management of financial functions. These
financial functions include how to obtain funds (raising of funds) and how to

use these funds (allocation of funds). (Prawironegoro:2022)



CHAPTER I

THE PROFILE OF THE COMPANY

2.1 The History

PT. Benli Indonesia is a national private company engaged in the production of
cleaning equipment such as brooms, mops, brushes, multi-purpose rags, dustpan

and wiper with the high quality “NAGOY A” brand.

In 2002 PT. benli started with the brand NAGOYA. Started in from a
home industry and has a limited market. So creative in developing products with
attractive designs and creating quality products so that NAGOYA can dominate
the Indonesian market today. Supported by machines with European-made
technology and very professional human resources. At this time we have opened

the international market.

The Vision of PT. Benlilndonesia : PT. Benli Indonesia strives to position itself

as a leading company in the field of cleaning equipment in Indonesia.

The Mision of PT. Benlilndonesia : PT. Benli Indonesia has a mission to
provide the highest quality products, new innovations, and also manage the
business through the best management by optimizing superior human resources,
as well as building mutually beneficial partnerships that support each other in a

synergistic manner.



2.2 The Location

PT. Benli Indonesia located in the warehousing center kosambi block j6 no 1 ,

Tangerang , Banten 15213.

2.3 The Business Activity Of The Company

PT. Benli Indonesia an industrial company engaged in household cleaning tools.
PT. Benli Indonesia producesbrooms, mops, brushes, multi-purpose rags, dustpan

and wiper.

PT. Benli Indonesia has a warehouse for production machines, a
warehouse for raw materials, a warehouse for semi-finished materials, a
warehouse for finished goods and a warehouse for packaging so that the
production ~process runs smoothly and in a procedural manner.PT. Benli
Indonesia produces cleaning tools using raw materials they are: plastic seeds,
pipe handle, wooden handle, stainless steel handle,and mop wick. By using high-
tech machines and quality materials, PT. Benlilndoneia is able to produce
cleaning tools with good quality. PT. Benli Indonesia markets the Nagoya
branded products to various regions in Indoneasia, and via online platform store
like Shopee (Nagoya Official Shop) ,Tokopedia (Nagoya Official Store) , Lazada

(Nagoya Official Store), and Youtube (Nagoya Channel).



2.4 The Management Structure

There are Six Department at PT. Benli Indonesia it are Accounting and Finance
Departement, Tax Departement, Purchasing Departement, Sales Departement,

Human Resource Development Departement, and Production Departement.

Figure 2.1 Organization structure of PT. Benli Indonesia
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Below are some descriptions of the tasks carried out with the Accounting
Department.

1. Commisioner

The highest position in the company.. Supervise the Board of Directors in
carrying out company activities and provide advice to the Board of Directors.

2. Director

Director Lead and manage all company activities in accordance with the interests

and objectives of the company, and make decisions.



3. Accounting Manager

Accounting Manager make company books, supervise and checking the work
made by accounting supervisors, tax supervisors.

4. Supervisor Accounting

Supervisor Accounting make reports related to accounting, and check admin
work.

5. Tax Supervisor

Tax Supervisor make reports related to tax, checking admin work.

6. Accounting and Finance Staff

Accounting and Finance Staff check all transactions related to cash and banks
made by cashiers and sales prices, check journals, and make reports related to
cash and banks.

7. Account Receivable Staff

Account Receivable Staff bill to customers, and is responsible for all sales
invoices.

8. Chasier

Chasier record all transactions related to the inflow and outflow of money, and is

responsible for the balance.



CHAPTER 111
THE ACTIVITY OF THE APPRENTICESHIP

3.1 The Departement

The writer had an Opportunity in the Accounting and Finance Departement at PT.
Benli Indonesia Company as an Accounting and Finance staff, and the main Job
description is concerning all transactions and journals related to cash and bank ,

and the price of sales Invoices.

3.2 The Taks

The Writer did an apprenteship at PT. Benli Indonesia where the writer has been
working as an employee at PT. Benli Indonesia since 2016 as Accounting and

Finance Staff. The writer work 8 our per day for Sunday until Friday.

Here is the writer’s Job Descriptons :

1. Checking and be responsible for all cash transactions and journals every day

Every transaction of payment and receipt at PT. Benli Indonesia is recorded on
the receipt and payment voucher and that voucher must be approved by the
director and the relevant department approval, the author checks the

completeness of all approval signatures.

The writer check voucher cash receipt and cash disbursementsand match it with
the evidence attachments and cash book and check the journals entered in the

system correctly and checks the completeness of all approval signatur.



2. Checking and be responsible for all bank transactions and journals every day

The writer check voucher bank receipt and bank disbursementsand match it with
the evidence attachments andaccount mutation and check the journals entered in

the system correctly and checks the completeness of all approval signatures.

3. Checking receipt of receivables from customers every day

The writer check receipts of receivables from customers, receipts by cash,
transfers, checks and bilyetgiro. match it with the cuts in the system and the

journal.

4. Checking payment of payables for supliers every day

The writer check paymentof payables for suplier, payments by cash, transfers,

checks and bilyetgiro. match it with the cuts in the system and the journal.

5. Checking sales invoices price every day

The writer check sales invoice prices , match it to the pricelist and check the
completeness of the invoice such as the customer’s signature on goods received

note.

6. Checking sales returns price every days

The writer check sales retrurns to the pricelist.

10



7. Checking Bank Reconciliation Report made by cashier every month

Thewriter check the bank reconciliation balance, current account balance must be

in accordance with the system every month.

8. Doing stock take cash with cashier every month

The writer does a cash stock take with the cashier every month, matching the

physical cash balance with the cash book.

9. Taking care of banking matters

The writer is responsible for solving problems related to banking, for example if
there is a problem with distribursing a bilyetgiro or check, the author follows up

the problem.

10. Making Monthly Report

The writer make monthly report transcaction of cash , bank, account receivables,

account payables. Printed and then given to superiors.

11. Archiving documents every month

The writer archiveall documents about cash and bankaccording to the order

neatly.

The writer used English language for communicate with supplier in the foreign
company (Import transaction) to follow up about payment and the system of the

PT. Benli Indonesia used English language.

11



3.3 The Problems

Every activity must have its own difficulties, this was olso experienced by the
writer during apprenticeship at PT. Benli Indonesia. During the apprenticeship,
the writer experienced several difficulties. From small problems to difficult ones,
but all problems must have a solution, here are experiences that the author can

share in dealing with problems and how to solve them.

The problem Such as:

1. Adjustment to the work environment

when writer first entered the world of work, a new environment and new
colleagues made me have to adjust to my colleagues and superiors, where writer

was a person who was difficult to get along with many people (introverted
people),

2. Adjustment to jobs desk and standard operational procedure (SOP) of PT.

Benli Indonesia.

For the writer who has no experience is difficult to adjust to standard operational
procedure (SOP)where the demands of work at PT. Benli Indonesia is high, and
is directly supervised by the Director, a lot of jobs desk, and required to

understand work procedures and systems quickly.

12



3. Have a perfectionist director

The writer think having a director who is a perfectionist is a problem for self,

especially for writer’smentality.

4. Problem with colleagues

Sometimes writer fight with collagues because of work problems, we work
together and according to the time that has been set, but the colleagues are late in

giving their work so that writer’s work piles up at one time.

5. Difference less money

Writer once had a difference in cash, different cash book entry with physical

money.

6. Accuracy

The main task of the writer is as a cheker so accuracy is needed to carry out

jobdescriptions.

7. Reject check and bilyetgiro transactions at the bank

Get a payment from a customer in the form of a check or bilyetgiro, when the
payment is deposited to the bank it is rejected for various reasons because the

balance is not enough, or there is a writing error.

8. Do new things outside the jobdesk/over job

PT. Benli Indonesia is a family company so the division of tasks is flexible

according to orders from superiors and directors. writer often work on a new job,

13



for example if there is a section that resigns writer asked to backup its work, or

other jobs that are entrusted to me.

3.4 The Way Out
1. To adjust to the work environment, the writer does to be friendly and greet

them first, have breakfast together, have lunch together, and try to open up to
get along with all colleagues.

2. To adjust SOP in PT. Benli Indonesia Writer keep trying and learning the
SOP of PT. Benli Indonesia, The writer tries to learn it through the Internet
and if it is difficult to understand the writer asks superiors and colleagues .

3. To conform to the director, the writer tries to understand what she wants, and
if the writer not completely understand the writer asks she again. And the
writer trying to do a good job, improve skills , and continue to learn , learn to
conform to the wishes of the director.

4. Whenhas problem with colleagues, the writer notify the problem to the
superior, what makes this problem often occur, and the superior will mediate
and provide a solution.

5. When difference less money, first the writer double check the physical money
and the cash book entry , and then the writer check all evidence of cash
disbursements and receipts, if still not found, cashier and the writer replace
the missing money.

6. The writer tries to be more thorough and focused, and makes notes for things

to remember

14



7. Writer confirm to banks and customers if there are problems related to
payments and solving them.

8. If the writer is given a new job. The writer tries to learn the Job,The writer
tries to learn it through the Internet and if it is difficult to understand the
writer asks superiors and colleagues .easy or not easy have to keep doing and

learning it, and writer’s hope to depelop writer’s experience and abilities.
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