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Peran General Affair dalam Mendukung Operasional Bisnis di Polibeli Group
Vincent Thayib

ABSTRAK

PT. Polibeli merupakan perusahaan yang bergerak di bidang e-commerce dan
supply chain management yang fokus pada distribusi barang secara efisien kepada
pelaku UMKM di Indonesia. Praktik kerja magang dilakukan oleh penulis di divisi
General Affair sebagai General Affair Intern. Selama pelaksanaan magang, penulis
bertanggung jawab dalam pengelolaan fasilitas kantor, pendataan aset, pengadaan
kebutuhan operasional, serta membantu kegiatan administrasi dan logistik
perusahaan.

Melaksanakan aktivitas magang sebagai staf pendukung operasional membutuhkan
ketelitian, koordinasi, dan kemampuan manajemen waktu yang baik. Ketelitian
diperlukan dalam mendata dan mengelola aset serta menyusun laporan
administrasi, sementara koordinasi penting dalam menjalin komunikasi dengan
berbagai divisi, termasuk HR, Finance, dan vendor eksternal. Kendala yang
ditemukan selama masa magang antara lain pelanggaran prosedur saat kegiatan
pindahan kantor yang menyebabkan denda dari pihak pengelola gedung, serta
kesulitan memenuhi permintaan barang secara mendadak karena keterbatasan stok.
Kendala tersebut diselesaikan dengan menyusun prosedur kerja yang lebih rinci,
melakukan perencanaan lebih awal, serta berkoordinasi secara aktif dengan pihak
terkait.

Pengalaman magang ini memberikan pemahaman praktis mengenai pentingnya
peran General Affair dalam mendukung kelancaran operasional perusahaan serta
memperkuat keterampilan profesional penulis, seperti komunikasi, disiplin, dan
kemampuan pemecahan masalah.

Kata kunci: General Affair, Operasional Perusahaan, Pengelolaan Aset, Magang,
Koordinasi Divisi



The Role of General Affairs in Supporting Business Operations at
Polibeli Group

Vincent Thayib

ABSTRACT

PT. Polibeli is a company engaged in e-commerce and supply chain management,
focusing on the efficient distribution of goods to MSME (Micro, Small, and
Medium Enterprises) players across Indonesia. The internship program was carried
out by the author in the General Affair division as a General Affair Intern. During
the internship, the author was responsible for managing office facilities, recording
and maintaining company assets, procuring operational needs, and assisting with
administrative and logistical activities.

Carrying out duties as an operational support staff required accuracy, coordination,
and strong time management skills. Accuracy was essential in recording and
managing assets, as well as compiling administrative reports, while coordination
played a crucial role in communicating with various divisions, including HR,
Finance, and external vendors. Challenges encountered during the internship
included a violation of procedures during an office relocation that resulted in a
penalty from the building management, as well as difficulties in meeting sudden
requests for goods due to limited stock. These issues were resolved by developing
more detailed working procedures, conducting early planning, and actively
coordinating with related parties.

This internship experience provided practical insight into the vital role of General
Affairs in supporting smooth business operations, while also enhancing the author's
professional skills, including communication, discipline, and problem-solving
abilities.

Keywords: General Affair, Business Operations, Asset Management, Internship,
Interdepartmental Coordination
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