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PELAKSANAAN AKTIVITAS ADMINISTRASI DAN 
PENGELOLAAN SUMBER DAYA MANUSIA PADA DIVISI HRD 

PT MULTIPOLAR TECHNOLOGY TBK 

 

 Felicia Grace 

ABSTRAK 
 

Laporan magang ini membahas pelaksanaan tugas dalam bidang administrasi dan 
pengelolaan sumber daya manusia di Divisi Human Resource Department (HRD) 
PT Multipolar Technology Tbk. Kegiatan utama mencakup pengelolaan arsip fisik 
karyawan (box MMI), input dan verifikasi data, pemisahan dokumen karyawan 
aktif dan nonaktif, serta pengarsipan dokumen kontrak kerja dan dokumen 
pendukung lainnya. Proses rekrutmen juga menjadi fokus, meliputi penyaringan 
curriculum vitae (CV), wawancara kandidat, penyusunan profil, hingga 
pembaruan database kandidat. Selain itu, pelaksanaan pelatihan dan evaluasi 
karyawan dilakukan melalui penyusunan laporan training serta distribusi 
sertifikat. Tantangan dalam pekerjaan muncul dari kompleksitas sistem 
pengarsipan dan banyaknya dokumen yang harus ditangani dalam waktu terbatas. 
Penyelesaian dilakukan dengan meningkatkan efisiensi penggunaan perangkat 
digital, melakukan koordinasi lintas tim, serta menyederhanakan alur kerja 
administratif. Hasil dari kegiatan ini menunjukkan peningkatan pemahaman 
terhadap proses kerja HR secara menyeluruh dan kontribusi langsung terhadap 
efisiensi manajemen data karyawan. 

 
 
Kata kunci: Manajemen SDM, Rekrutmen, Administrasi HR, Pengarsipan, 
Evaluasi Pelatihan 
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IMPLEMENTATION OF ADMINISTRATIVE ACTIVITIES AND HUMAN 
RESOURCE MANAGEMENT IN THE HRD DIVISION OF PT 

MULTIPOLAR TECHNOLOGY TBK 

Felicia Grace 

ABSTRACT 
 

This report discusses the execution of tasks related to administration and human 
resource management within the Human Resource Department (HRD) at PT 
Multipolar Technology Tbk. Core responsibilities included managing physical 
employee records (MMI boxes), data input and verification, sorting active and 
inactive employee documents, and archiving employment contracts and 
supporting files. Recruitment activities were also a key focus, such as screening 
resumes, participating in candidate interviews, profiling, and updating the 
candidate database. In addition, training and employee evaluation activities were 
conducted through the preparation of training evaluation reports and the 
distribution of certificates. Challenges arose from the complexity of the archiving 
system and the volume of documents that had to be processed within limited 
timeframes. Solutions were implemented by improving the use of digital tools, 
enhancing team coordination, and streamlining administrative workflows. These 
efforts contributed to a better understanding of modern HR practices and directly 
supported improvements in employee data management efficiency. 

 
 
Keywords: Human Resource Management, Recruitment, HR Administration, 

Archiving, Training Evaluation 
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