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PROSESS KEGIATAN ADMINISTRASI PERSONALIA PADA
DEPARTEMEN PELAYARAN PT JASINDO JAYA PACIFIC
DI KOTA BATAM

Anjelina
ABSTRAK

PT Jasindo Jaya Pacific Batam yang bergerak dalam bidang perkapalan di Kota
Batam memberi pelayanan mengangkut crude palm oil, mensuplai barang,
perbaikan, perakitan, dan jual beli selaku broker muatan terutama pengangkutan
dari beberapa perusahaan lainnya dengan 10 kapal aktif operasi. Penulis
melaksanakan praktik kerja magang sebagai asisten administrasi dalam mengelola
data-data kru operasional kapal serta mengurus kegiatan personalia dalam
pemenuhan kebutuhan karyawan, surat perjanjian kerja sama dan kuasa,
perencanaan jadwal dan prosedur pelatihan kebakaran, solas, dan pengetatan
keamanan kapal. Kemudian beberapa kegiatan lainnya yang dilakukan oleh penulis
meliputi administrasi kru sign in dan sign off, pembagian sembako, pembuatan
SKPK, reimbursement, invoice, PO, penawaran, strukturisasi organisasi,
pembuatan formulir dan laporan, daily noon position, ReCAAP, pertanyaan
wawancara, serta surat peringatan. Dalam praktik kerja magang, penulis
menemukan permasalahan mengenai sistem manajemen yang masih tradisional.
Sehingga melalui peran administrasi dan personalia, penulis mengimplementasikan
sistem manajemen dengan HRIS Vendor yakni Monday sebagai platform digital
untuk memantau kegiatan operasional, pembayaran, dan asistensi projek. Melalui
praktik kerja magang ini penulis memahami pentingnya sikap, skills, dan knowledge
terutama dalam memasuki lingkup dunia kerja. Dengan peminatan SDM
Manajemen, beberapa teori manajemen berhasil penulis implementasi termasuk
dalam fungsi manajemen, HR sistem informasi untuk mengalokasikan manajemen
digital, administrasi operasional manajemen, dan personalia.

Kata Kunci : Personalia, Administrasi, Kepegawaian.
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INTERNSHIP REPORT
Anjelina
ABSTRACT

PT Jasindo Jaya Pacific Batam which is engaged in shipping in Batam City
provides services for transporting crude palm oil, supplying goods, repairing,
assembling, and buying and selling as a cargo broker, especially transportation
from several other companies with 10 vessels actively operating. The author carries
out internship practice as an administrative assistant in managing ship operational
crew data and managing personnel activities in meeting employee needs,
cooperation agreements and power of attorney, planning schedules and procedures
for fire training, solas, and tightening ship security. Then several other activities
carried out by the author include the administration of sign-in and sign-off crews,
distribution of basic necessities, making SKPK, reimbursements, invoices, Pos,
offers, organizational structure, making forms and reports, daily noon positions,
ReCAAP, interview questions, and letters. Warning. In the internship practice, the
authors found problems regarding the traditional management system. So that
through the role of administration and personnel, the author implements a
management system with HRIS Vendor, namely Monday as a digital platform to
monitor operational activities, payments, and project assistance. Through this
internship, the author understands the importance of attitudes, skills, and
knowledge, especially in entering the world of work. With a specialization in HR
Management, several management theories have been successfully implemented by
the author, including management functions, HR information systems to allocate
digital management, management operational administration, and personnel.

Keywords : Personnel, Administration, Human Resource Management.
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