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PELAKSANAAN KEGIATAN ADMINISTRASI HR UNTUK
INTERN DI HOTEL AP PREMIER BATAM

(Nelsen)

ABSTRACT

This report is based on the author’s experience during a six-month internship in
the Human Resources (HR) administration division at AP Premier Batam Hotel,
from February 3 to August 2, 2025. The author chose this hotel as the internship
site to gain direct insight into HR operations in the hospitality industry, particularly
in administrative tasks. During the internship, the author was actively involved in
managing employee attendance data, archiving HR documents, handling

employee canteen needs, and compiling daily and monthly reports.

Keywords: Human Resources, administration, internship, hospitality, AP

Premier Batam
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PELAKSANAAN KEGIATAN ADMINISTRASI HR UNTUK
INTERN DI HOTEL AP PREMIER BATAM

(Nelsen)

ABSTRAK

Laporan ini disusun berdasarkan pengalaman penulis selama melaksanakan
program magang di bidang administrasi Human Resources (HR) di Hotel AP
Premier Batam selama enam bulan, terhitung sejak 3 Februari hingga 2 Agustus
2025. Alasan pemilihan tempat magang ini didasarkan pada keinginan penulis
untuk memahami secara langsung proses kerja HR di industri perhotelan,
khususnya dalam aspek administratif. Dalam pelaksanaannya, penulis terlibat
langsung dalam kegiatan seperti pengelolaan data absensi karyawan, pengarsipan
dokumen HR, pengelolaan kebutuhan kantin karyawan, serta penyusunan laporan

harian dan bulanan.

Kata kunci: Human Resources, administrasi, magang, perhotelan, AP Premier
Batam.
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