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IMPLEMENTASI ADMINISTRASI HUMAN RESOURCE KARYAWAN
PT. PANA LINTAS SINDO EKSPRESS

Fredericka Linardo

ABSTRAK

PT. Pana Lintas Sindo Ekspress meruapakan perusahaan yang bergerak penuh di
bidang jasa (servis) pengangkutan dan pengiriman barang perdagangan
internasional dan jasa penyaluran, dengan memberikan perhatian yang sangat
besar dalam kecepatan pengiriman segala jenis cargo internasional. Lokasinya
terletak di Jalan Laksamana Bintan Komplek Batam Executive Centre Blok E no
15, Sei Panas, Sungai Panas, Kecammatan Batam Kota, Kota Batam, Kepulauan
Riau 29432, Indonesia. Isi dari laporan magang ini memiliki fokus dalam bagian
administrasi human resource di PT. Pana Lintas Sindo Ekspress. Selama
melakukan praktik kerja magang lima bulan, penulis melakukan beberapa
pekerjaan, seperti melakukan absensi kehadiran karyawan, meinput cuti karyawan
dan personal data karyawan, membuat jadwal security, membuat list suhu tubuh
karyawan, membuat surat dari perusahaan, membuat form tanda terima dokumen
perusahaan,merapikan arsip ke folder dokumen membuat list karyawan dan
customer untuk pembagian kue pada saat perayaan imlek maupun idul fitri,
membuat list pengukuran seragam security dan menerima seragam security.
Penulis mendapat banyak pengalaman dan wawasan yang berharga selama 5
bulan praktik kerja magang di PT. Pana Lintas Sindo Ekspress.

Kata kunci: Administrasi, Human resource, Karyawan
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IMPLEMENTATION OF HUMAN RESOURCE ADMINISTRATION FOR
EMPLOYEES OF PT. PANA LINTAS SINDO EKSPRESS

Fredericka Linardo

ABSTRACT

PT. Pana Lintas Sindo Ekspress is a company that is fully engaged in the
transportation and delivery of international trade goods and distribution services,
paying great attention to the speed of delivery of all types of international cargo.
The location is located at Jalan Laksamana Bintan, Batam Executive Center
Complex Blok E no 15, Sei Panas, Sungai Panas, Batam City District, Batam City,
Riau Islands 29432, Indonesia. The content of this internship report focuses on the
administration of human resources at PT. Pana Lintas Sindo Express. During the
five-month internship, the author did several jobs, such as carrying out employee
attendance, inputting employee leave and employee personal data, making a
security schedule, making a list of employee body temperatures, writing letters
from the company, making company document receipt forms, tidy up the archive
to the document folder, makeng a list of employees and customers for distributing
cakes during Chinese New Year celebrations and Eid al-Fitr, making a list of
security uniform measurements and receiving security uniforms. The author got a
lot of experience and valuable insight during his 5 months internship at PT. Pana
Lintas Sindo Express.

Keywords: Administration, Human resources, Employees
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