BAB Il1

PELAKSANAAN KERJA MAGANG

3.1 Kedudukan Dalam Kerja Magang

Penulis melakukan praktik kerja magang di Indonesia International
Institute for Life Sciences (i3L) yang merupakan salah satu perusahaan yang
bergerak di bidang pendidikan. Penulis di tempatkan pada Office Indonesia
International Institute for Life Sciences (i3L) yang berlokasi di Pulomas,
Jakarta Timur. Selama proses praktik kerja magang penulis berada pada
Divisi Human Capital. Pada Human Capital terbagi menjadi dua unit kerja
yaitu Talent Acquisition, Human Capital Operations, and Payroll. Penulis

selama praktik kerja magang di tempatkan pada unit Talent Acquisition.
1. Talent Acquisition

Talent  Acquisition merupakan proses mengidentifikasi dan
memperoleh pekerja terampil untuk memenuhi kebutuhan organisasi
Anda. Tim akuisisi bakat bertanggung jawab untuk mengidentifikasi,
memperoleh, menilai, dan mempekerjakan kandidat untuk mengisi
posisi terbuka dalam perusahaan.

2. Human Capital Operations
Human Capital Operations yaitu proses mengatur dan mengurus
semua operasional karyawan di perusahaan.

3. Payroll
Payroll adalah kompensasi yang harus dibayarkan bisnis kepada

karyawannyauntuk jangka waktu tertentu atau pada tanggal tertentu.
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Struktur Human Capital Departmenti3L

MainJob :

e Recruitment
e Training & Development
e Checking Operations

v

HC Operations

Muhammad Amril Hikam

Main Job :

e Absen

e Operations

e Industrial Relation

Main Job :
e Administrations
e Compensation &
Benefit
v
Payroll
Angelina

Bagan 3. 1 Struktur HC Department
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3.2 Tugas dan Uraian Dalam Kerja Magang

3.2.1 Tugas Kerja Magang

No

Tugas

Frekuensi

Koordinasi

1.

Melakukan screening CV

Mengirimkan Employment
Application Form ke pelamar

melalui Email

Memasukan Employment
Application Form dari

pelamar ke Shortlist Dropbox

Mengirimkan undangan
interview ke pelamar melalui

WhatsApp

Menghubungi pelamar untuk
mengingatkan mengisi

Employment Application Form

Rutin

Melakukan interview tahap

pertama

Memasukan data pelamar yang
tidak keterima ke Recrutiment

Selection Monitoring

Mengirimkan surat penolakan

lamaran  kepada  pelamar

melalui email

Non-Rutin
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9. | Memasukan data pelamar yang
keterima ke Impor Data

Pegawai

10. | Memasukan data karyawan
baru ke HRIS Office

11. | Mengunggah Job Vacancy di
Glints dan Indeed

12. | Membuat Poster Job VVacancy

13. | Mengurus Instagram HC
Recruitment i3L

Tabel 3. 1 Tugas Kerja Magang

3.2.2 Uraian Tugas Kerja Magang

Uraian proses pelaksanaan dan implementasi kerja magang yang
dilakukanpenulis adalah sebagai berikut

1. Screening CV

Pada tugas ini penulis melakukan screening CV sesuai dengan
kualifikasi perusahaan di Glints, Indeed, Jobstreet, dan Email Human
Capital.Penyaringan CV ini berbeda setiap posisi yang dicari. Contoh
untuk bagian fakultas seperti dosen harus S3 dan memiliki latar
belakang pendidikan lulusanluar negri. Disisi lain, untuk office juga
berbeda, namun tidak terlalu ketat kualifikasinya. Contoh HR
Manager hanya dibutuhkan yang memiliki pengalaman 5 tahun dan
latar belakang pendidikan S1, S2. Namun, syarat terpenting
perusahaan mencari kandidat/pelamar yang bisa berbahasa inggris
dalam penulisan maupun lisan.

Setelah penyaringan CV selesai dan ditemukan kandidat sesuai
dengankualifikasi, maka akan dimasukan ke dalam shortlist pertama
(kandidat yang terpilih tahap screening). Semua kriteria yang
dibutuhkan perusahaan dilakukan melalui diskusi terlebih dahulu oleh
Human Capital Departemen dandepartemen-departemen yang

bersangkutan.
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Berikut beberapa platform yang digunakan penulis untuk melakukan

screeningCV:

Glints

Glints adalah platform talenta terbesar di Asia Tenggara dan Taiwan
untukpengembangan karier dan rekrutmen. Berikut gambar tampilan

glints.

Tampilan Dashboard

Candidstes | Indeed com

yers.glints. ard H
‘ ghnts for POST A JOB ®) Lo
Employers  DASHBOARD  MANAGECANDIDATES ~ SOLUSIV  STRUKTURBIAYA  UNTUKSTARTUP - A O v

ACTIVE o 16 Active Jobs Sort By: Dato Modifiod v
£1
pal International Office Staff

] 45 ] 9 Jakorta, indonosia: . Full-timg

1388 Viows | 2 Ponding Condidatos’ | & Approvod Candidates | O Intorviows | 0 Offorod | O Hirod
< st A Job v Manage Candidates

Deputy HR Manager
9 Jakarta Indonesia ¥ Full-time

2322 views | 6 Pending Candidates 18 Approved Candidatos | 0 Interviews | 0 Offered | 0 Hired

< Sharo Manago Job v Manage Candidates

Gambar 3. 1 Dashboard Glints

Tampilan Screening

glints for
* Employers DASHBOARD MANAGE CANDIDATES SOLUSI v STRUKTUR BIAYA UNTUK STARTUP POSTA JOB @ Bl

Job: Food Science & Nutrition Lecturer (PhD) v Search for candidates Q
@ This job s closingin 8 days bocausoit's a 2 month ok job with 14 days of inactivity, Procoss your applicants or oxtand your job post to koop your job opon
pending B Approved (B} Assossmont [}

3% Filter SortBy:  Newest to Oldest v

@ NEW! You havo condidat
with thoir applications.
roviow thoir applications o |

oquostod for followup X
05 your action. Ploaso Pundra DARA AVINDHARIN (7 @ Copy Profilo Link
om know. ¢ Jokarta,indonesia

W socasipensand l:]

Pundra DARA AVINDHARIN
Jakarta, Indonesia

OVERVIEW ~ RESUME MESSAGE HET&
ume doesn't appsar, you may downioad the file instead

=

A dut Dela KINANTL BS.

Gambar 3. 2 Screening CV Pada Glints
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Indeed
Indeed adalah layanan gratis bagi para pencari kerja, tempat

dimana dapat mengunggah CV, membuat email info lowongan,
mencari lowongan,menyimpannya, dan melamar secara langsung.
Berikut gambar tampilan indeed.

Tampilan Dashboard

A Your account is missing required information.

We require employers to have a verified mobile number. Using a shared login? Learn how to provide access to multipie users.

indeed pashboard  Findcvs  Analytics Need help @ Indonesia International Institute for Life Sclence
Jobs Candidates Messages Interviews Search candidate: Q
@) Acilon requlred: ol Sponscedtjob tsion Tidéad et Pless job
Open and paused jobs (21) [CESFEEACH
Sort by: Order:
arch job title: Q| | search locations Posting date v | | Descending v
Multimedia Staff Job status
- i 14 0 0 oof1 " i
d 0 Active N Contacting Hired W | e open v

Gambar 3. 3 Dashboard Indeed

Tampilan Screening

a .

A Your account is missing required information. \M i oS Db |
We require employers to have a verified mobile number. Using a shared login? Learn how to provide access to multiple users. - J

indeed pashboard  Findcvs  Analytics Need Help? Indonesia International Institute for Life Sclence a = 2

Jobs Candidates Messages Interviews Search candidates Q

International Office Staff - Jakarta
Candidate 120120 ¢ Prey Next »
Back to Reviewed e

v

1Putu Hendra Widiartana ) setupinterview Interested?
Nur dnatorat 5%

Leo Emmanuel Mojico

‘Applied to In

Leo Emmanuel Mojico
of San Jose del Monte Application Interviews 8 Notes

v
Applicant qualifications

Gambar 3. 4 Screening CV Pada Indeed
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Jobstreet
Jobstreet adalah salah satu perusahaan penyedia informasi

lowongan pekerjaanterkemuka di Asia. Jobstreet berperan sebagai
fasilitator pencocokan dan komunikasi lapangan kerja antara pencari
kerja dan perusahaan, di Malaysia, Filipina, Singapura, Indonesia dan
Vietnam. Berikut gambar tampilan jobstreet.

Tampilan Dashboard

@ JobStreet uyscex 4 sovacs  Taenisearen  puwnasecresis o Assepsns it
Job Ads Posted Jobs (122)  Saved Dra m
DOSEN KEDOKTERAN GIGI (DENTISTRY) 2 0 0 0

el d P Shortlist Interview ® Total views: 79
2 Toiai apples: 0

DOSEN KEDOKTERAN UMUM (MEDICAL 10 0 0 0

FACULTY) sasic joprocessed  Prescreen Shortk deivieh ® Total views 78
0 Total applies: 7

Personal Assistant to Rector Basic 256 18 0 0

Gambar 3. 5 Dashboard Jobstreet

Tampilan Screening

@ JobStreet yyseex  w  vobass  Taentsearcn  Puchase creos

HR Payroll , Compensation , & Benefit Unprocessed (312
New way to filter =3  Search candidates using keywords
candidates 5 e A o

Country of Nationality

Industry

Gambar 3. 6 Screening CV Pada Jobstreet
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Email

Email disini berfungsi sebagai alternatif untuk menghubungi
kandidat/pelamar. Dengan begitu tentu akan meningkatkan integritas
dan profesionalitas perusahaan.

Thank You for Contacting Us! End now Vacation Settings

= M Gmail @ Search ail conversations = oamyr @ © i &u 0
¢« B O @E B 0 & B D amoresss < > mmv
& Compose
Jevon R Sunardi_Accounting Asset and Tax Officer @i inox & B
~ Mail
e 2 Jevon S <jevonukmantozgmal com> @ Tue M3 B28PMGoaysage) A §
tome =
. iSiamed Dear MoMs HR
@ sncozed
Upon my job search online, | came across I3L and was interested s i 8 Tax Officer that are currantly avalable at your University
B sent Rty gt rctwmnots e | o o bt kb | s opa G pponmy ¥ scaree i hscaigog r s, L
D onfs master degree in finance and economics from a reputsble University in the United States with a cumlauds gpa, bachslor degres in accounting from an intemational uriversity
 Indonesia, working experience as a teaching sssistant and | can work s soon as | gt accapted
» MKDU
Thank you for your fime and consideration. Hops to hear from you soont
» nave
» Chat Best regards.
Jevon Sunardi
» Spaces
5 Attachments LA
~ Meet

BX  New meeting

9 Mymeetings

Gambar 3. 7 Email HC Recruitment i3L

2. Mengirimkan Employment Application Form

Employment Application Form merupakan formulir data
personal pelamar yang harus diisi lengkap guna mengetahui latar
belakang pelamar secara umum. Berikut bentuk Employment
Application Form i3L.

Tampilan Employment Application Form yang belum terisi

& Kow Tk T : y [ Shism - Ay O

o o Formatzs Col i Ot Fomt D o
aste @ b == 123 R ormat as et oums l Fn
i (IR B - A 5= =3 ElMagetConter = % 48 iteodstcnd latton Poiis i

Clipboard . font 0 Agrment 5 tume 5 styes cells esting ~
89 - fi | Kemampuan bahass asing « bahasa yang dinnilik, ada: pemuls, cukup, balk, atau baik sexali)

B CDE FGHI J KLMNO P O RST UV W X Y Z A\ AB ACADAE AF AG AH A Al AK AL
) FRA3L-8.2.1.1Rev. 1
< B EMPLOYMENT APPLICATION FORM

1 l 4 Formulir Data Personal Pelamar

Gambar 3. 8 Employment Application Form Yang Belum Terisi
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Setelah melakukan penyaringan dan masuk ke tahap shortlist
pertama, penulis melakukan pengiriman Employment Application
Form melalui email. Employment Application Form itu sendiri adalah
data diri yang harus dilengkapi oleh pelamar. Data diri ini dibutuhkan
Human Capital untuk mengetahui pelamar sebelum dilakukannya

interview.

Tampilan pengiriman Employment Application Form

€« ® 0 @ B 0 « ®» D i > m-
Employment Form_i3L Recruitment @il « 2 8B

Inbox 7 Novica Alizah " P f oq

27e =0 §

a

Gambar 3. 9 Mengirimkan Employment Application Form
3. Memasukan Employment Application Form

Setelah pelamar mengirimkan kembali Form tersebut, penulis
memasukan data file ke dalam shortlist kedua. Di dalam shortlist
kedua, koordinator Human Capital akan melakukan penyaringan
kembali.

Tampilan pelamar yang sudah mengirimkan kembali Employment

Application Form

<« ® 0 @ B8 0 &« @ o : 8 < > m~
Employment Form_i3L Recruitment (&i&mal insox x 2 &8 B

Novica Alizah N 22507 PM wsago) W
Dear ahadiputra Novica from ¢ o

B

Gambar 3. 10 Pelamar Yang Mengirmkan Kembali
Employment Application Form
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Tampilan Employment Application Form yang sudah terisi

ortist/Shortlist/New1/Muhamad%20Zulfahmi_ Employment%20Application%20Form.pdf

T Addtedt 7 Draw & Highight

FRILE211Rer.1
EMPLOYMENT APPLICATION FORM
Formulir Data Personal Pelamar

B Owithys Alma_Employment Appl X
@ File | C es/Dropbox/HCH Personali20Assistant/Shortist%20PA/Dwitlya%20Aima_Employm Application$20Form.pdf

(D Pageview | A" Readaloud (D Addtext Y/ Draw 5 Highlight & Erse

FROLE211Rev. 1
EMPLOYMENT APPLICATION FORM
Formulir Data Personal Pelamar

ce%20Application%20Form.pdf

eadaloud (D Addtedt | 'V Oraw 'S Highiight Q frase

FRBLE211Rev.0

Formulir Data Personal Pelamar

Gambar 3. 11 Employment Application Form Yang Suda Teri
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Tampilan Employment Application Form dimasukan ke dalam
Shortlist Dropbox

Gambar 3. 12 Employment Application Form
Dimasukan Ke Dalam Dropbox

4. Mengirimkan Undangan Interview

Setelah Koordinator Human Capital melakukan pengecekan dan
penyaringan terhadap Employment Application Form. Terdapat nama-
nama kandidat yang masuk ke tahap selanjutnya yaitu interview. Penulis
melakukan pengiriman undangan interview kepada kandidat-kandidat
terpilih melalui WhatsApp. Undangan interview yang diberikan sesuai
dengan jadwal user/interviewer. Kandidat/pelamar diberi kesempatan

untuk bernegosiasi mengenai perubahan

Jadwal (reschedule) jika tidak bisa mengahadiri sesuai jadwal
undangan interview yang teretera. Namun hal ini dapat dilakukan jika

sesuai dengan kesepakatan yang disetujui oleh user/interviewer.
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< == Garnet Kandidat 10 @«

Dear Mr Garnet Ezra,

| am Novica from Human Capital of
Indonesia International Institute for
Life Science (i3L). | got your CV on
your application as International
Office in our institution. We are
interested in your profile and w.
invite you to do an online intervi
(about 10 minutes) for this posi

via Zoom, at 9.50 am Tuesday, June
7,2022

Please confirm your presence by
replying to this message. | will send
the interview link after receiving your
confirmation.

Thank you.

Regards,

Novica

Human Capital of i3L
Thank you for offering me the
opportunity to do an interview. | will

= :
< (g AnnisaK;

Dear Mrs/Ms Annisa Muthiah,

| am Novica from Human Capital of
Indonesia International Institute for
Life Science (i3L). | got your CV on
your application as Personal
Assistant to Vice Rector in our
institution. We are interested in your
profile and want to invite you to do an
online interview (about 10 minutes)
for this position via Zoom, at 9.40 am
Tuesday, June 7, 2022.

Please confirm your presence by
replying to this message. | will send
the interview link after receiving your
confirmation,

Thank you.

Regards,

Novica

Human Capital of i3L

Dear Ms Novica,

<A giefani Kandidat.. W Y

Dear Mrs/Ms Stefani Eka,

1 am Novica from Human Capital of
Indonesia International Institute for
Life Science (i3L). | got your CV on
your application as HR Payroll in our
institution. We are interested in your
profile and want to invite you to do an
online interview (about 10 minutes)
for this position via Zoom, at 9.30 am
Tuesday, May 24, 2022,

Please confirm your presence by
replying to this message. | will send
the interview link after receiving your
confirmation.

Thank you

Regards,
Novica
Human Capital of i3L

Dear Ms Novica, thank you for the
opportunity you have given me to do
uitment process at Indonesia

Gambar 3. 13 Mengirimkan Undangan Interview

5. Menghubungi pelamar untuk mengingatkan mengisi Employment
Application Form

Setelah mengirimkan Employment Application Form kepada
pelamarmelalui email. Penulis langsung menghubungi pelamar melalui
WhatsApp untuk mengingatkan bahwa telah dikrimkan dan wajib

mengisi form tersebut.

<« +62 812-8173-34...

& onine - L

< z +62 812-1075-39.. W«
p. yang dap:
ya. Ketuk unt Halo Mrs/Ms Gracia Mariana
Halo Mrs/Ms Dameria

Saya Novica dari Human Capital i3L
Simangunsong

(Indonesia Internasional Institute for

Life Science)
Saya Novica dari Human Capital i3L

(Indonesia Internasional Institute for

Saya sudah kirim email tanggal 21
Life Science).

Juni 2022 dengan melampirkan
Employment Form ke alamat email

Saya sudah kirim email tanggal 22

Juni 2022 dengan melampirkan

Employment Form ke alamat email
) ) )

Mohon dilengkapi dan dikirimkan
kembali ke email kami ya. Thank You

Mohon dilengkapi dan dikirimkan
kembali ke email kami ya. Thank You

Best,
Novica

Best,
Novica

Baik bu.. masih bisa kah saya kirim
jumat. Karna saya masih di tempat

proyek A

2 pesan belum dibaca
Baik bu baik, saya tunggu

Terima kasih infonya Terima kasih bu

Gambar 3. 14 Mengingatkan Pelamar Untuk
Mengisi Employment Application Form
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6. Melakukan Interview Tahap Pertama

Tahap  interview ini  sepenuhnya dilakukan oleh

user/interviewer yaitukoordinator Human Capital. Interview dilakukan

secara online melalui Zoom. Durasi interview memakan waktu selama

10-30 menit, tergantung posisi jabatan yang dilamar. Penulis diberi

kesempatan untuk memahami, melihat, dan menambahkan pertanyaan

jika dipersilahkan selama proses interview berjalan. Interview

dilakukan menggunakan Bahasa Inggris dari awal sampai akhir.

Berikut pertanyaan umun yang diberikan kepada pelamar pada

saat interview,antara lain:

a.

Perkenalkan diri anda

Apa kelebihan dan kelemahan diri anda?

Pengalaman apa saja yang dimiliki anda?

Apa kegiatan atau kesibukan yang sedang dilakukan sekarang?

Mengapa keluar dari pekerjaan sebelumnya?

Apa motivasi anda di posisi tersebut?

Apa yang disuka pelamar pada saat berkerja di tempat
sebelumnya?

Apa tantangan terbesar di bidang pekerjaan anda?

Apa yang kamu ketahui tentang tanggung jawab di posisi
tersebut?

Apakah bisa menggunakan Microsoft 365 (Microsoft Word,
MicrosoftExcel, Power Point)?

Apa ekspektasi anda jika keterima di perusahaan kami?

Interview Personal Assistant
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Gambar 3. 15 Interview Personal Assistant
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Interview HR Payroll

ZahDBla X T Nedt- mat-odrv-ast

aetgocgle.com/mot-cdnv-apt

110 PM | mzt-odmv-apb

= Meet - dpo-itgk-md

2:00 PM | dpo-itgk-nvd

Gambar 3. 16 Interview HR Payroll
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7. Memasukan Data Pelamar Kedalam Recruitment Selection

Monitoring

Setelah tahap interview selesai, kandidat yang tidak terpilih
akan dimasukkan oleh penulis kedalam Recruitment Selection
Monitoring. Recruitment Selection Monitoring terdapat tahap-tahap
sampai mana kandidat tersebut terhenti tidak lanjut ke tahap
berikutnya.

Seperti terdapat tahap screening CV, interview 1, dan
interview 2. Tidak hanya itu, kandidat yang mengundurkan diri dari
awal atau dipertengahan proses rekrutmen juga harus dimasukan.

Semua nama-nama kandidat yang dimasukan harus diberikan

keterangan untuk mengetahui kenapa kandidat/pelamar tidak terpilih.

No_ - | Candidate Cod - | Na
5187 %0
519" as1
5207 492
sa1 a3
522 498
23] ass
524 496
s25] as7
526 438
5277 as9
5287 500
saaf so1
5307 502
531 503
5327 504
533 505
534 506
535 507
5367 508
537/ 509
5387 510

Gambar 3. 17 Recruitment Selection Monitoring
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8. Mengirimkan Surat Penolakan Lamaran

Pelamar yang tidak masuk kualifikasi perusahaan atau tidak

terpilih setelah tahap interview, penulis akan mengirimkan surat

penolakan lamaran melalui email.

Thank You for Contacti

= M Gmail Q achmad X = omm- @ @ #  Su- @
€ ® 0 8 B 0 & @ o t ma < > m-
Vi p
Your Application for Laboratory Assistant Position - i3L - v
Mail
O box Human Capital Dept i3L -1 recrutmente(3ta ed May25 103540 6
% Stared
Dear Mr Achmad Rodiansyah.
o Thank you for taking the time to consider Indonesia International Institute for Life Science. We want to let you know that we have chosen to move forward
B with a different candidate for the Laboratory Assistant position
O orafts Our team was impressed by your skils and accomplishments. We think you could be a good fit for other future openings and wil reach out again if we find
®  MKoU a good match
»  Native We wish you all the best in your job search and future professional endeavors.
- - - Regards,
» Chat +
Human Capital Team
o + Indonesia Intemnational Institute for Life Science
- Moot

B Newmeeting

[ Mymeetings <

Gambar 3. 18 Mengirimkan Surat Penolakan Lamaran

9. Memasukan Data Pelamar Ke Impor Data Pegawai

Sebelum dilakukan penginputan data, ada beberapa yang harus

diperhatikan terlebih dahulu agar tidak terjadi kesalahan. Berikut hal

penting yang harus diperhatikan. Judul kolom beserta keterangannya.

C @ docsgooglecom

B impor_data_pegawal

File EGIt View lnsert Format Data

B P W . 5 % g 00 ne Al M - BISA E E-l-Bev- o@EEY-Z ~ B
w
L
1 Kolom yang berwarna abu-abu ( 19 kolom ) WAJIB UNTUK DI IS! karena berhubungan dengan Pajak, selain kolom tersebut dapat dikosongkan
2 Untuk pegawai yang sudah resign di tahun sebelumnya maka data pegawai tersebut tidak perhy dimasukkan ke datam sistem/excel ini @
5 Disarankan untuk tidak memberikan bans kosong ( untuk pembatas ), jika ada pengelompokan pegawa ( seperti Gudang A, Gudang B, dl ) dapat dimasuickan ke dalam kolom
Departemen atau Cabang atau Golongan, dan sejenisnya
4 Untuk kolom tidak ada yang boleh i delete, jka tidak ada o kolom fersebut dap: tanpa a o
5 Untuk yang berhubungan dengan kolom Tanggal dengan format ddimmiyyyy pastikan "Format Cells” pada kolom tersebut sudah ber-Category "Date”
Judul Kolom Keterangan 9
*NIK Wap dh rsi minimal 001, 002, 003, dsb. Sebarknya tidak di buat dengan 1, 2, 3 dsb dan panjang karakter tidak lebih dar 12 karakter.
* Nama Waitb di isi, sesual dengan identitas pegawai tersebut
Inisial Inisial dari pegawal tersebut dengan maksimal panjang tdak lebih dar 12 karakler
Tempat Lahir Tempat lahir dari pegawai tersebut dan panjang karakter fidak lebih dan 50 karakter *
Tgl Lahi Tanggal Lahir dan pegawai lersebut dan di isi dengan format da/mmyyyy

Di isi dengan 15 digit nomor dan dapat menggunakan tanda baca maupun tanpa tanda baca seperti  dan -

*NPWP
Jika pegawai tidak memiliki NPWP maka koiom ini bisa dikosongkan

Jika pegawai memiliki NPWP maka sebaiknya kolom ini di isi, bisa disesuaikan dengan Tanggal yang tercantum pada Kartu NPWP atau
* Tgl NPWP Terdaftar minimal dimasukkan dengan tanggal awal tahun dan di isi dengan format dd/mmyyyy. Jika pegawai tidak memiiki NPWP maka kolom ini bisa
dikosongkan

Jika pegawai mermilii NPWP maka Kolom ini di wajib i, dengan format cell simmiyyyy. Jika pegavia tidak memiliki NPWP maka kolom ni
hisa rbknennaan

* Tgl Hitung Mulai Punya NPWP

+ B PentingUntuk Diperhatikan » ] Karyawan Aktif =  ResignKaryawan = DTT =  SPK =  Mutasi ~ ’ 1 +] ’

Gambar 3. 19 Hal Penting Sebelum Mengisi Impor Data Pegawai

Ketika hal tersebut sudah dipahami, penulis dapat melanjutkan

proses rekrutmen tersebut. Dimana, setelah tahap interview selesai,
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kandidat yang terpilih akan dimasukkan oleh penulis kedalam Impor
Data Pegawai. Impor Data Pegawai berisikan data diri karyawan baru
sampai selesai masa kontrak kerja, dimana dapat disebut sebagai
karyawan aktif.

B impor_data_pegawai
File Edit View Insert F

BT

L]
~
¢
»
©
;]
]
I
T
N
2
8
0]
]
<
™M
>
a

M

Gambar 3. 20 Impor Data Pegawai

10. Memasukan Data Karyawan Baru Ke HRIS Office

Pada tahap terakhir, penulis memasukan data diri karyawan
baru ke HRIS dan mendaftarkan karyawan ke dalam absen perusahaan.
Disana penulismengisi semua dari kolom informasi pribadi sampai

kolom pekerjaan.

Informasi pribadi berisikan data diri karyawan seperti nama, nik,
tanggal lahir, alamat, email dan sebagainya. Disisi lain, untuk kolom

pekerjaan berisikan jabatan, unit, departemen, gaji, absen, dan

sebagainya.

123 a ldak ada dta absen
Karyawan
o

Latest Employee Join

Manual Attendance

Tol Monday, 20-6-2022 [ 23:41: 14
Join Name Unit Jabatan/Posisi

Faculty *Absen periode ni belum dibuat

§ & B G-

Muhammad [« urance  Staff

Gambar 3. 21 Dasboard HRIS



Tampilan untuk memasuki data karyawan

W Data Karyawan master/karyawan

Pencarian Company

Pilih Company

Nama Tanggal Grup | Status Kedja Riv
No NIX Karyawan  Join Alamat Gender Jabatan Posisi Departemen Unit Company Absen Karyawan Action PK
1 13210001 | Riechie 10Jun I Budi Mulia | L Supervisor | Supervisor | Admission & | Admission | 13L m e B :

Wisya 2013 Ne.19, Student and Student
Ampera V. Recruitment  Recruitment
Jakarta Utara

2 | 13210005 Acacemic

Aftair
Karyawan G

3 13210007 T u s ¢ Hesd of Head of Buikding GA BL o B l
Kusumarini | 2013 | RT.004/009 Departement | Genera Management

Rawsmangun Attie

Jakarta

Photo Profile Informasi Personal | Pekerjasn

a, Igentity
Emplayee £ 0000259 Identity INSERT IDENTITY NUMBER EMP
Identity Number

Number (NI

Full Name Le: Ruddy Hartono Initial Name ie:AR

Kartu Keluarga
Number

B Basicinfo

Placebith il Kota =
User Login Gender i Rafigion Select Religion

Blood Types Select Blocd Types

Martal Select Marta status A i RS- .

Gambar 3. 22 Memasuki Data Karyawan Ke HRIS

Tampilan untuk mendaftrakan karyawan ke sistem absen

Buat Absen Tertinggal

Periode o
Company pilih

Karyawan Pilih Karyawan

NIK Nama Unit

Gambar 3. 23 Mendaftarkan Karyawan Ke Sistem Absen
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11. Mengunggah Job Vacancy di Glints dan Indeed

Pada tugas ini, penulis melakukan pengunggahan Job Vacancy
di Glints dan Indeed. Ada 2 aktivitas yang dilakukan penulis dalam hal
ini, yaitu mengunggah Job Vacancy yang baru maupun mengunggah
kembali yang lama. Pengunggahan tersebut berlaku selama satu bulan
kedepan. Jika job vacancy tersebut masa berlaku sudah habis dan
perusahaan masih belum menemukan calon karyawan yang sesuai
kualifikasi, maka akan di unggah kembali job vacancy tersebut.

Glints

u omployers.ghintsid

* glnts for MANAGE SOLUSIV  STRUKTURBIAYA  UNTUKSTARTUP POST A JOB O By
ploy

Edit Your Job Post

Publish Tle

International Office Staff

totus PUBLISHED

Commitment Type Number Of Vacancies
Fu-Timo v } [
® PREVIEW
Hiring urgently?
TalentHub has dedicated recruiters to find the best candidate within 2-3 weeks.

Only pay for results!

alentHub (2

Gambar 3. 24 Post Job Vacancy Di Glints

Indeed

Employers | Indeed.com X+

= C @ employersindeed.com

Edit the job post ' l I
e

Multimedia Staff ,
Indonesia International Institute for Life Science 2"

Jakarta #*

Job details

& ray
Pay was not provided and will not appear on the job post

+ Add

JobType /°
Full-time

Gambar 3. 25 Post Job Vacancy Di Indeed
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12. Membuat Poster Job Vacancy

Pada tugas ini, penulis membuat poster Job Vacancy sesuai
posisi yangingin dicari. Perusahaan sudah menyediakan template untuk
tiap posisi, jadi penulis hanya mendesain kembali poster tersebut di
Canva. Poster yang dibuat ada 2 macam, pertama poster berbentuk

persegi untuk di unggah ke Instagram Feeds, dan poster berbentuk

persegi anjang vertikal untuk di unggah di Instagram Story.

Faculty

N

WE ARE :

HIRING

Food Science & Nutrition Lecturer

SiL:

modules, to deliver excellent teaching, and to produce

Candidates who demonstrate the potential to develop
high-quality research publications are highly desirable.

Qualification: Master or Ph.D. (preferably) Degree in
Food Science, Food Technology, Nutrition, or related area
with an Excellent English Command

Send your updated CV and supporting

documents to hc.recruitment@i3/.ac.id Q
(subject: Applicant Name_Applied Position) 5 TN

Deadine: May 15, 2022

WE ARE ‘ €t ‘
HIRING ="

The Indonesia Intemational Institute for Life Sciences G3L)
is a premium kfe sciences higher education nstitution
located in Jakarta, Indonesia.
Applicants are invited 1o fill in a posttion of.
Full-time
’ Food Science & Nutrition Lecturer

Candidates who demonstrate the potential to develop modules,
to deliver excelient teaching, and to praduce high-quallty research
publications are highly desirable

Requircments:

Gambar 3. 26 Poster Food Science & Nutrition Lecturer

WE ARE
HIRING

FULL TIME
FOOD TECHNOLOGY LECTURER

' Candidates who demonstrate the potential to develop

g3l

modules, to deliver excellent teaching, and to produce
high-quality research publication is highly desirable.

Requirements:

« Dactoral degree in Food Technology, Food Science and Technalogy, Food
Processing Food Engineering, or related areas

« The overseas graduate would be preferable

« Having experience in teaching/learning and research, preferably in Higher

Education Institution
« Have a passion for teaching and research
« Excellent English communication skill is mandatory
Send your updated CV snd supportng documents (o A
e recrutment@idLacid
(Subject: Applicant Name_Applied Position)

Deadline: June 30, 2022

N

WE ARE ’
S

HIRING =

FULL TIME
FOOD TECHNOLOGY LECTURER

aLe

Candidates who demonstrate the potential to develop
modules, to deliver excellent teaching, and to produce
high-quality research publication s highly desirable.

Requirements:

* Nortaal degree n Faad Terhnology, Faod Science and
Technology, =ood Processing, Foad Engineering. or re ated areas

* The overseas graduate would be preferable

« Having experience in teaching/ earning and research, praferably
in Kigner Ecucarion Institution

 Have a passion for reaching and research
« Excellent English communication skill
is mandatory VY

v ot | www.i3L ac.d

Gambar 3. 27 Poster Food Technology Lecturer
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WE ARE

HIRING 5%
FULL TIME

BIOTECHNOLOGY LECTURER

Candidates who demonstrate the potential to develop
modules, to deliver excellent teaching, and to produce
high-quality research publication is highly desirable.

Requirements:

* preferably Dactoral degree (53) expemse in Bioprocess Engineering or Chemical
biology

Having experience in teaching and research, preferably in Higher Education

Institution

« Have a passion for teaching and leaming

« The overseas graduate are welcome to apply

« Excellent English communication skill is mandatory.

= v
herecrultments
(Subict: Applant Name Appled Poston)

Deadline: July 31, 2022

WE ARE

HIRING

=
FULL TIME

BIOTECHNOLOGY LECTURER

Candidates who demonstrate the potential to develop

high-qualily research publication is highly desirable,

} modules, to deliver excellent teaching, and to produce

Requirements:
+ Preferably boctoral cegres (53) axpertise in l)lopm(ﬂh tngineering
or Cherical
« Hing experience i {eaching and research, preferatty n Higher
Education Insticution
+ Have 3 passion for teaching and lerming.
* The overseas graduate are welcome to

apply g "
+ Excellent English communication
skill is mandatory. a

omeiol | vavw.i3Lac.id

‘St your updatcd €V and supporting dscuments
o herecrummersialce
(suplect Appicane Narne Apglcd Pocian}

‘Deadtine: fuly 31, 2022

35 67639
15 £7688

he Quosty of fe

Gambar 3. 28 Poster Biotechnology Lecturer

=

WE ARE g ”

HIRING .
FULL TIME

BIOMEDICINE LECTURER

Candidates who demonstrate the potential to develop
modules, to deliver excellent teaching, and to produce
high-quality research publication is highly desirable.

Requirements:
* Doctoral degree in Medical Science, Biomedicine, Biology. Biochemistry, Molecular
© 1 year of experience in teaching and research, preferably in Higher Education
» Have a passion for teaching and learning
 The overseas graduate would be preferable
« Excellent English communication skill is mandatory.
\ &\
e |

‘Send your updsted CV and supporting documents to
herecntmentitackd
(Subiect: Asplicant Name Agphed Positien]

Deadiine: june 30, 2022

v

WE ARE

HIRING

gt L
FULL TIME

BIOMEDICINE LECTURER

Candidates who demanstrate the potential to develop
modules, to deliver excellent teaching, and to produce
high-quality research publication is highly desirable.

Requirements:

- Ductoral degree
Biochemisty, M
Immunology, or re

« 1 year of experience in tearning and research, preferably in

Higher Education Irstitution
Q <
if

Medical Science, Biomedicine, Siology,
lar biology, Genetics, Microbiology,

* Have o passion for Leaching and learning
« The overseas graduate would be
preferable
« Excellent English communication
skill is mandatory.

sty docmts
el
b Applc Poston

Sond your apistod

Gambar 3. 29 Poster Biomedicine Lecturer
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WE ARE '

HIRING =7

The Indonesia International Institute for Life Science (i3L) is a
premium life sciences higher education institution located in
Jakarta, Indonesia.

We are open for a position of :

FULL TIME
PHARMACY LECTURER

Requirements:

« Doctoral degree in Food Technology, Food Science and Technology, Food
Processing, Food Engineering, or related areas

« The overseas graduate would be preferable

« Having experience in teaching/learning and research,
preferably in Higher Education Institution

« Have a passion for teaching and research

« Excellent English communication skill is mandatory

‘Send your updated CV and supporting documents to
c recrutmentgidiacid

W
(Sublect: Appiicant Name_Appled Position)

Deadline: June 30, 2022

Sz \

WE ARE

HIRING

The Indonesia International Institute for Life Science (i3L)
is @ premium life sciences higher education institution
located in Jakarta, Indonesia.

31 B

A

We are open for a pusition of :

} FULL TIME
: PHARMACY LECTURER

Requirements:
= Doctoral degrec in Fooo Technology, Fooe Science and
Technology, Foos Pracessing, Fooo Engineering, of related areas
« The overseas graduate would be preferable
« Having experierce inteachinglearning and
research, preferably in Higher Education
Insttation
« Have a passion for teaching and research

« Excellent English communication % y

S

skill is mandatory

Sendyourupdted CV s supporingdocements
‘o recnsmentiioc
{5ublec:Applant Name_Applied Positord

Deadiine: june 30, 2022

Gambar 3. 30 Poster Pharmacy Lecturer

Office

WE ARE HIRING
MULTIMEDIA STAFF

Requirements:
* Candidate must possess at least Bachelor's D
Ar ign/Creative i ia or equi
« Preferably Staff (non-management & non-supervi
* Good ication skills and k
* Outstanding in Design, Video, and Editing skills
must
* Proficient in video editing software: After Effes be

Audition / Adobe Premiere Pro.

Skilled in Photoshop and Adobe lllustrator
Fluent in English

* Willing to be placed in Pulomas, East Jakarta

y o he
(Subject: Applicant Name_Applied Position)

Deadline : June 30, 2022

WE ARE HIRING
MULTIMEDIA STAFF

Requirements:

« Candidate must possess at least

Degree in Art/Design/Creative Mj
equivalent.

« Preferably Staff (non-manage

supervisor)
* Good communication skills and Teamwork
- Outstanding in Design, Video, ai ing

ills are a must
ficient in video editing " After,
fects / Adobe Audition / Premi

Pro.
 Skilled in Photoshop and Adobe lllustrator
« Fluent n English
+ Willing to be placed in Pulomas, East Jakart;

Q

(subiect: Applicant Name_ Applied Positon)

Deodtine;une 30, 2022

WE ARE
HIRING

LABORATORY ASSISTANT

« Help to support the daily operations of >200 sqm of laboratory
facilities

« Help foculty members in preparing the practical courses, research projects, and
other events

« Provide support in giving instructions in practical classes for students (under the
relevant area of expertise)

« Earn a Bachelor of Master (preferable) degree in Microbiology or Biology
+ Having experience in similar role for ot least one year"

« Proficiency in loboratory safety standard protocol

+ Excellent English communication skill is mandatory,

Subject : Applicant Name - Applied Position

Deadiine: May 8, 2022

LABORATORY ASSISTANT

t the ¢a Iy opsratiora 3¢ >200 sz of lsboratery

u the practical coursas, 1esus

© practical clsaan o
oxperiise)

«Errn a Szchalor ar Mastar (arofe-able] cagrae in Mio-cbic ogy o
Rinoay

“Hevnnexur
«Fiotiziencyin

smilar rols “or 3: 1933t ons yair

~Froallnt anslyticn s

sk hpding ol
C i el SToh St o
 Eromlent Enplah sommenizetlan o 1o mands G ‘

Gambar 3. 31 Poster Laboratory Assistant
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WE ARE HIRING @

ACCOUNTING, ASSET, AND TA
SENIOR OFFICER

WE ARE HIRING

ACCOUNTING, ASSET, AND TAX
SENIOR OFFICER

Requirements:

« Minimal Education $1/Bachelor of Accounti
« No more than 35 years old
« Having experlence fonm min. 2 years In the

and Tax

in-depth knowledge of tax and accounting, as well as create

Requirements:
« Minimal Education 1/ Bachelor of Accounting
+ Nomare than 35 years old
« Having experience for min. 2 years in the field of Accounting and Tax
« In-depth knowledge of tax and accounting, as well as create the report propel
+ Understand the AR flow from invoices, tax invoices, retums notes, and reports on sales of
accounts receivable, up to the payment process
Proficient in Ms. Excel and accounting software such as Accurate
« Preferably have taken the Brevet A & B tax course
« Understand the flow of AP from the exchange of invoices to debt reports e of
return notes.
Familiar with SPT and perform all tax compliance
Experienced in making E-Invoice.
rong analytical, good problem solving, able to work effectively and efficiently
dependently as well as working in teams
aving a good command of English would be an advantage
Placement in Pulomas, East Jakarta

referably have taken the Brevet A &

debt reports and purchase of return notes

« Familiar with &SPT and perform all tax compliance

« Experlenced in making E-nvoice

« Strong analytical, good problem solving. able to
effectively and efficiently independently as well as work{
teams

gl be an advant
lacement in Pulomas, East jakarta

Send your updated CV and supporting documents
10 he.recruitment@i3l.ac.i
(Subject: Applicant Name. Applied Position) etk o e Aol oot

Deadline : May 31, 2022 cadine: oy 31,2022

WE ARE
HIRING

PERSONAL ASSISTANT
TO RECTOR

PERSONAL ASSISTANT
TO RECTOR

Requirements:

* Minimum Bachelor degree, any major may apply.
* Excellent both oral and written English is
mandatory (equivalent to IELTS 7.0), an

« Minimum Bachelor degree, any major may apply. overseas graduate will be preferable.
«+ Excellent both oral and written English is mandatory (equivalent to « Ability to establish priorities, multi-task, and wark
IELTS 7.0), an will be within tight timelines.
-0), gt [

« Proficient in computer technology, especially
Microsoft Office app.
* Strong communication, customer service, and

« Ability to establish priorities, multi-task, and work within tight timelines.
+ Proficient in computer technology, especially Microsoft Office app.

« Strong communication, customer service, and social skills. Sodial skills.
« Able to keep discretion and confidentiality. « Able to keep discretion and confidentiality.
« Proven experience working as a personal assistant is preferable. « Proven experience warking as a personal assistant

is preferable.

. your CV/
Subject : Applicant Name_Applied Position » Send your updted CV and supporting,
ot to e recrtrments

Visit hittp://i3lac.id/job-vacancies for more information {Sibock Aoplcant Nerifheojed PgiSe)

Deadline: june 30, 2022 Deadiine: June 30,2022

Gambar 3. 34 Poster Personal Assistant To Rector
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g WE ARE
HIRING

PERSONAL ASSISTANT
TO VICE-RECTOR ACADEMIC AFFAIRS

PERSONAL ASSISTANT -
TO VICE-RECTOR ACADEMIC AFFAIR « Minimun Bachelor degree, any major may 3pg'y.

« Excellent both oral and written English is mandatory
(equivalent to [ELTS 7.0), an overseas graduate will be
preferable.

+ Abiliy to establish prinrties, multiask, and work within tight
timelines.

« Minimum Bachelor degree, any major may apply.
« Excellent both oral and written English is mandatory (equivalent to IELTS 7.0}, an overseas
graduate will be preferable.

« Praficient in computer techno cy. especially Micrusolt Off e

app.
* Strong communicaton, custemer service, and soclal skills,

« Ability to establish priorities, multi-task, and work within tight timelines. + Able to keep ciscretion and conficencality.

+ Proficient i technology, especiolly Mi ice app. + Proven experience working as a persanal assistant is preferable,

- Strong communication, customer service, and social skils.

+ Able to keep discretion and confidentiality. - ‘
- P ing s prefe

R s
P et
3 et A

Sublect: Apptcant Nams Agslcd Psition,

Vi i 5.0 b e o ot nfmatin,

Deadline: june 30,2022

Gambar 3. 35 Poster Personal Assistant To Vice Rector

Oeadiine: june 30, 2022

WE ARE 2 ‘ AL ]

HlRING > 3L HIRING ~ 2
¢

The Indonesia International Instilue for Life Sciences (isLlisa
premium life sciences higher education institution located in
Jakarta. Indonesia

INTERNATIONAL OFFICE STAFF —
Requirements: ) INTERNATIONAL OFFICE STAFF

» Bachelor or Master (preferable) degree in International Relation,

N N i 3
Education, Business, Psychology, or related areas. o Requlisments

2 % 4 . « Bachelor or Master {preferable) degree in International
2, yeds, of SXREAIENCe JVipLoJect fanagement (Rreferebly’n Relation, Education, Business, Psycholagy, or related
education) or similar roles. S

« Highly organized. + 2years of experience in project management {preferably

S in education) or similar roles.
Good leadership skills. « Highly organized.

Able to work both individually and in a team. + Good leadership skills.
Excellent English communication skills are mandatory. * Able to work both individually and

inateam. S
« The overseas graduate would be preferable. « Excellent English comrmunication &
skills are mandatory
« The overseas graduate would be
your updated CV s preferable.

to he.recruitment@i3l.acid

(Subject: Applicant Name_Applied Position) s s Avpican e Ampted Posher
ol e ot s i
oewinesone 17, 202
Deadline: June 17, 2022 ulomas Barat K ‘E L 295 6789 l“ w.i3L.3c.id
e

.

WE ARE HIRING
HR PAYROLL

Requirements:

* Candidate must possess at least Bachelor's Degree in related ar;
At least 2 (two) years of working experience in Payroll Cals
required for this position.

Advance in the end-to-end Payroll and Tax (Pph21) calc

WE ARE HIRING

HR PAYROLL

Requirements:

« Car ‘must possess at lsest Bachalar'

+ Atloast 2 {two) yoars of working experienco in Payroll

jaan, & BPJS Com & Calculation is required for ths position,
Incentive Systems, HR Anlytic, and other (related systems). + Advance In the end-to-end Payroll and Tax Pph2;
* Required Skill(s): Microsoft Office with advanced skill in Data Py ng P'S,K ,Inclnr:vosyll-m.uﬁ ‘Anaiytic, ang .::
using Excell and Payroll System. mal:
z ired Skil(s): Microsoft Office it SkillinD,
« Familiar with HRIS. . cessing using Excell and Payroll
* Well-organized and able to multitask in other opel Hum, amillar with HRIS.
| Functi + Well-organized and able to multitask in other operational
@pital Fundions: Human Capital functions.
aving a good of English in y. + Having a good command af English is mandatory.
lacement in Pulomas, East Jakarta. s
Send your updated CV i id

(Subject: Applicant Name_Applied Position)

Teapjoct: Applcant Kamo_Appliad Postonl

Deadline: june 30, 2022

Gambar 3. 37 Poster HR Payroll
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WE ARE HIRING
HR DEPUTY HEAD

Requirements:

« Preferably Master's Degree in Psychology, Law, Management, or
major may apply (overseas or international university grad
preferable).

* Having strong experience in Human Resources Managemel
experienced in Education Institutions.

* Candidates who understand the end-to-end process of Recruitment and
Psychological Test, Payroll and Comben, Performance Mana; nt,

I

WE ARE HIRING @

HR DEPUTY HEAD

Requirements:

« Preferably Masters Degree in
Management, or related major may 3
international university graduates are e)¥
Having swong  experence in  Human  Resources
preferably experienced in  Education

Training and Development, Employee and Industrial Relation ly
desirable.

* Detail nted in i ion and Quality I,

« Having experience with handling expatriates. having eperience ki handing expatriates: ks

iy i . « Excellent commurication skills, interpersonal skils, ethics,

xcellent communication skills, interpersonal skills, ethics, and well and well arganized
ganized « Excellent in English both spoken and written
xcellent in English both spoken and written is mandatory ;\’;‘""“:’: D . f

4 : « Advanced knowledge of Ms. Office and Human Res
Advanced knowledge of Ms. Office and Human Resource Informati )
System « Placement Pulomas, East Jakarta

* Placement Pulomas, East Jakarta

I8ublect Appicant Name. &ppled Pstin)

Send your updated CV. i i3Lacid
(Subject: Applicant Name_Applied Position)

3L.ac.id

Gambar 3. 38 Poster HR Deputy Head

WE ARE g WEAE

HIRING S 3L HIRING
{

QUALITY ASSURANCE
QUALITY ASSURANCE DEPUTY HEAD DEPUTY HEAD

Requirements: } Requirements:
« Preferably possess an (overseas graduate) master’s degree in « Preferably passess an (overseas graduate) master's degree in

N . N e Industrial Engineering, Information Technalogy, Statistic
Industrial Engineering, Information Technology, Statistics, Accounting, Mmmu,‘gnfm,djmmm,_ o

or a relevant major. « Reqy uage(s): English, ex i 1 and written
« Required language(s): English, excellent in both oral and written " Q‘"Tﬁi‘;ﬁzl"'"’""““ﬁ experiencginthe elated Gedis required
« Atleast 2 years of working experience in the related field is required for  Having experience in handling accreditation in universicy-level is
this position preferacly
! . " " R R . « Willing ta be placed in Fast Jakarta office
* Having experience in handling accreditation in university-level is placement.

preferably
« Willing to be placed in East Jakarta office placement.

Sand your updated CV and supporting.
herecruitmentGidiacid
Subject: Applicant Name Applied Position]

Send your updated CV and supporting documents \
to he.recruitment@i3l.acid

(Subject: Applicant Name_Applied Position) Deadine: fune 30, 2022

Deadline: June 30, 2022

Gambar 3. 39 Poster Quality Assurance Deputy Head
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13. Mengurus Instagram HC Recruitment

Penulis diberikan tanggung jawab untuk mengurus Instagram
HC Recruitment. Seperti menjawab pertanyaan-pertanyaan yang

diberikan melaluikomen feeds maupun direct message.

Selain itu, penulis melakukan pengunggahan poster ke
Instagram HC i3L. Ada 2 tipe dalam mengunggah poster Job Vacancy,
yaitu Instagram Feeds dan Instagram Story.

@i & 24
€ Telkomsel

Gambar 3. 40 Instagram HC Recruitment i3L

&  Posts o)

e hrd.recruitment.i3|

WE ARE a1
HIRING ='"

INTERNATIONAL OFFICE STAFF

LABORATORY ASSISTANT

Requirements:
. ble) d

} natic on
¥ nt (preferably in
..
e
3

es

Boost post

W

RO

Boost Highlight  More

8 likes

”n QA & ©& @

Gambar 3. 41 Post Poster Di Feeds Dan Story Instagram
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3.3

Kendala Yang Ditemukan

Pada saat praktik kerja magang penulis merasakan kendala yang
dialami selama melaksanakanpraktik kerja magang di Indonesia

International Institute for Life Sciences.

1. Kendala Dalam Proses Rekrutmen

a.  Tahap Screening CV

Pada tahap ini, penulis menemukan kendala mengenai
kurangnya pelamar yang mendaftar. Ditambah dengan
kualifikasi perusahaan yang tinggi, namun SDM  tidak
memumpuni. Maka untuk mencari kandidat yang diinginkan

sedikit sulit dan membutuhkan waktu yang cukup lama.

Posisi yang dimaksud paling susah dicari yaitu

dosen karena memilikikualifikasi yang tinggi.

Biotechnology Job status
Lecturer (PhD) ] !

o Active New Contacting Hired * Open v
Food Technology Free - Sponsor | Job status
Lecturer (PhD) ¢ ! ! &

f Contacting Hired el ® Open v
Food Science & Free -Sponsor | Job status
Nutrition Lecturer 3 2 9 00of1 Getmore candidates by
(Pho) Active New Contacting Hired e * Open v
Quality Assurance Job status
Officer 4 andidates by

; Active New Contacting Hired s o paused v

Kl omeons worcuoons souny s oo sy ([ 0 v

Food Technology Lecturer (PhD)
0 1
4831 3 20 0 0 0
:
Fulltime Pharmacy Lecturer
9 o
1510 5 1 0 0 0
:
Siomedicine Lecturer (Pho)
0 '
150 5 2 0 0 0
.

Gambar 3. 43 Kendala Screening CV Di Glints
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b.  Tahap Menghubungi Kandidat/Pelamar

Kendala yang ditemukan pada tahap ini, yaitu
masih banyak kandidat/pelamar yang sulit dihubungi.
Mulai dari email, maupun nomor WhatsApp yang tertera
di CV. Untuk email penulis mengirimkan form atau data

diri yang harus diisi oleh pelamar.

Namun, masih ada yang tidak membalas email dan
telat mengirimkan kembali data diriyang sudah ditentukan
batas pengumpulannya.

Telat Mengirimkan Kembali Employment Application Form

1 Employment Form_i3L Recruitm: X

& mailgoogle.com/ma

7 ¢ @ 0EF B0 & ® D sor2i3 ¢ ) me
!ﬁ Nopiyanti Hardiyaningsih AM(6daysago) Y €}

Mail e, Faricha v

O Inbox

% Stane o ding ¢ e following | attach the form that has been filedn | hopeto b h

© snooz

N et

at

ey ooy N AN
> Bpaces * e A €99.2890 d

TR
geec00 ol SR
STARTS SEPTEMOER 2022 o

>

il
T & . . . | @ s

Gambar 3. 44 Telat Mengirimkan Employment Application Form

Untuk nomor telepon, penulis menemukan kendala
seperti nomor yang diberikan tidak terdaftar dalam WhatsApp,
jadi sulit untuk menghubungi dalam waktu cepat. Disisi lain,
ketika diberikan undangan interview melalui WhatsApp, terdapat
kandidat yang slow response, tidak menjawab dan meminta
perubahan jadwal. Sedangkan perubahan jadwal sangat memakan
banyak waktu untuk mencari jadwal yang tepat bagi kedua belah

pihak user atau interviewer dengan pelamar.
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<8 +62899-9124-940 W

Dear Mr Galuh Adhiyaksa,

| am Novica from Human Capital of
Indonesia International Institute for
Life Science (i3L). | got your CV on
your application as Multimedia Staff
in our institution. We are interested in
your profile and want to invite you to
do an online interview (about 30

«@) +62859-465578.. me ¥

| am Novica from Human Capital of
Indonesia International Institute for
Life Science (i3L). | got your CV on
your application as Personal
Assistant to Rector in our institution
We are interested in your profile and
want to invite you to do an online
interview (about 10 minutes) for this
position via Zoom, at 10.10 am
Thursday, June 23, 2022

Please confirm your presence by

minutes) for this position via Zoom, replying to this message. | will send

at 10.30 am Wednesday, June 22, the interview link after receiving your
2022 ' ' confirmation

Please confirm your presence by Thank you.
replying to this message. | will send
the interview link after receiving your Regglds,
confirmation Novica
Human Capital of i3L

Thank you

Hallo, can you reschedule for the
Regards, date..?
Novica

Human Capital of i3l How about on friday..?

Tidak Menjawab Meminta Reschedule

Hi Morning, reschedule bisanya jam
13.00 karena mengikuti jadwal
corporate. Apakah bisa?

sorry ya very late response.
semisal jm 3 boleh?

boleh saya tanya, ini nanti interview
nya full english/ in bahasa?

interviewerny cm bs jam
dan jam {

Hi Ms [TIRIRE, apakah form yang
saya kirirm sudah diisi?

Eh sorry saya kira saya sudah
tereliminasi karena tidak bisa
interview kmrin

Slow Respon

Gambar 3. 45 Kendala Saat Menghubungi Pelamar
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C.

Tahap Interview

Pada tahap ini, penulis menemukan kendala seperti
pada hari H-Interview kandidat yang telah dijadwalkan untuk
interview menghilang dan tidak memberi kabarkepada penulis.
Tidak hanya itu, dikarenakan interview yang dilakukan online
melaluiZoom. Terdapat kendala koneksi jaringan internet yang
membuat kandidat telat masukzoom, dan juga proses interview

menjadi kurang efektif karena keterbatasan jaringan internet.

<~Q’; +62 812-7019-2359 (5

confirmation.
Thank you.

Regards,
Novica
Human Capital of i3L

<

Hi, Mr Muhammad Hanafiah

Sorry, we have to reschedule the
interview change into 3.10 pm

Join our Cloud HD Video Meeting

m is the leader in modem enterprise video

here is the link , ..

Menghilang di hari interview

< : +62 853-5858-88.. W«

Interview Thursday, April 28, 2022 at
4pm with HR Manager

tolong pake laptop ya ,,

Thank You

lya bu, noted

37pWA
I HT

ini link zoom nya ya

Baik Bu Vica

thanks a lot

Maaf bu Vica, laptop saya lag
EQGRUTEIconnectionfsleley

Oke apakah sudah lancar?

sedang saya usahakan

Kendala di jaringan internet

Gambar 3. 46 Kendala Pada Saat Interview
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Selain itu, pada saat proses interview berjalan terdapat
beberapa kandidat yang tidak bisa berbahasa inggris jadi
user/interviewer sulit untuk berkomunikasi. Di proses
interview, untuk posisi akuntansi, dan payroll. Kandidat harus
melakukan tes soal sesuai posisi masing-masing. Disana masih
banyak kandidat yang mengumpulkanhasil tes telat dan
meminta pertambahan waktu. Padahal dari pihak perusahaan
sudahmemberikan peraturan dengan waktu yang harus ditepati

pada saat mengerjakan tes.
< A siefaniKandidat.. W S
so | need to close and restart it again

| join the zoom now
Ok good luck 447

Thank you

. Tes Payroll + Tax Revised St...

~»

Hello Ms Vica, Due to some errors
and hang on my excel programs on
the technical test this afternoon, |
believe | had done a lot of mistakes in
tax calculations , | had managed to fix
my excel program and | had done
some revisions of the calculations
that | should actually input it on the
test , in particular on the tax
calculation part, if it is still okay, I 'll
send you the revised excel files.
Many Thanks

Gambar 3. 47 Telat Mengumpulkan Tes

Tahap HRIS

Penulis menemukan kendala pada tahap HRIS,
yaitu server sistem perusahaan sering terjadi error. Jadi
ketika penulis menginput data diri karyawan baru harus
menghubungi orang IT terlebih dahulu jika server

mengalami kesalahan atau error.
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3.4

SQLSTATE[23000]: [Microsoft ODBC
D Server][SQL
I

Gambar 3. 49 Kendala HRIS

2. Kendala Lain

Penulis diberikan tugas utama oleh pembimbing lapangan,
dimana sudah dijelaskan diatas. Namun, terkadang masih
diberikan tugas oleh pegawai lain diluar tugas utama penulis. Jadi
penulis mengalami kebingungan ketika kedua tugas tersebut

diberikan dalamsatu waktu.

Solusi Atas Kendala Yang Ditemukan

Untuk solusi pada kendala rekrutmen, penulis melakukan
diskusi terhadap pembimbing lapangan yaitu koordinator human
capital. Diskusi dilakukan setiap penulis mengalami masalah.
Pembimbing memberikan saran, memberitahu bagaimana cara
mengatasi masalah-masalah tersebut, dan juga membantu untuk

menyelesaikan.

Tidak hanya itu, penulis juga diberikan pembelajaran yang
baik untuk selalu menjadi seseorang yang selalu meningkatkan
kualitas berkerja dan mengembangkan kreativitas diri. Seperti, ketika
sulit untuk mendapatkan kandidat, disanalah pembimbang menguji
kreativitas penulis untuk membuat suatu poster iklan job vacancy
yang lebih menarik dan mencari platform-platform yang tepat agar

iklan tersebut dilihat banyak orang.
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Untuk solusi kendala yang ditemukan, ketika diberikan tugas
oleh pegawai lain dan kedua tugas tersebut diberikan dalam satu
waktu. Penulis mencoba berdiskusi kepada pembimbing lapangan.
Pembimbing menyarankan untuk menyelesaikan tugas utama terlebih
dahulu, kemudian baru diperbolehkan menyelesaikan tugas yang

lainnya.
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