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ABSTRAK

Perusahaan PT GNA Group merupakan perusahaan yang bergerak di industri
properti. Jika perusahaan ingin bersaing secara efektif, maka harus siap
dengan segala sumber daya seperti sumber daya manusia, modal, teknologi,
dan hubungan mitra bisnis yang kuat. Industri properti adalah tanah,
bangunan permanen, atau kombinasi keduanya yang merupakan objek
kepemilikan dan pembangunan. Dengan kata lain, properti mencakup aspek
hukum seperti kepemilikan dan sewa. Selama penulis melakukan praktik
kerja magang pada bagian staff internship Human Resource Administrator
dan Recruitment, penulis diberi peran untuk membantu dan bertanggung
jawab dalam membuat dan mengerjakan database karyawan, absensi, cuti,
surat peringatan, flowchart, survey, perjanjian kerja waktu tertentu, screening
cv, mengundang, membuka lowongan, dan memberikan psikotes. Selama
melakukan praktik kerja magang, penulis menyadari bahwa menjadi seorang
staff internship human resource administrator dan recruitment harus
bertanggung jawab atas keseluruhan data karyawan, harus menguasai setiap
proses recruitment, dan harus objektif dalam melakukan input maupun
memberikan penilaian terkait pekerjaan yang dijalani.

Kata kunci: Industri Properti, Human Resource Administrator, Recruitment.
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ABSTRACT (English)

The company PT GNA Group is a company engaged in the property industry.
If a company wants to compete effectively, it must be prepared with all
resources such as human resources, capital, technology, and strong business
partner relationships. The property industry is land, permanent buildings, or
a combination of both which are objects of ownership and development. In
other words, property includes legal aspects such as ownership and lease.
During the author's internship in the Human Resource Administrator and
Recruitment internship staff section, the author was given the role of assisting
and being responsible for creating and working on employee databases,
attendance, leave, warning letters, flowcharts, surveys, work agreements for
a certain time, CV screening, inviting, opening vacancies, and giving
psychotest. During the internship practice, the author realized that as an
internship human resource administrator and recruitment staff, he must be
responsible for all employee data, must master each recruitment process, and
must be objective in inputting and providing evaluations related to the work
undertaken.

Keywords: property industry, Human Resource Administrator, Recruitment
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