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PERAN HUMAN RESOURCES INTERN SEBAGAI
SUPPORTING ACTIVITY DI DEPARTEMEN HUMAN
RESOURCES DOUBLETREE BY HILTON JAKARTA

BINTARO JAYA

Joanne Gracia Gunawan

ABSTRAK

DoubleTree by Hilton Jakarta Bintaro Jaya adalah sebuah hotel bintang 5
(lima) di bawah naungan Hilton Corporation. Dalam operasional hotel ini,
diperlukan sumber daya manusia yang kompeten dan profesional. Penulis di
departemen Human Resources bertanggung jawab sebagai supporting
activity dalam administrasi karyawan dan perkembangan dan pelatihan
karyawan. Uraian kerja magang penulis meliputi penjadwalan interview,
menjadi PIC peserta magang, menyelenggarakan farewell party,
mendistribusikan dan mengontrol document traffic, melakukan rekap data
training report, melakukan rekap overdue online training Hilton University,
melakukan attendance correction untuk peserta magang, membuat video dan
caption event HR untuk diunggah di LinkedIn, melakukan onboarding dan
clearance Team Members dan peserta magang, membuat name tag; ID Card,
dan cartoon photo card, mendaftarkan parkir karyawan, menyalakan EBB;
TV News; dan musik, membuat kalender peringatan ulang tahun 7eam
Members dan Trainee, menyiapkan departement monthly recognition,
menyiapkan template Monthly HR Calendar, membuat poster; properti foto;
dan dekorasi lainnya, menjadi operator saat Event HR, dan mengecek First
Aid. Dalam menjalankan magang, penulis memiliki kendala dalam
mengelola workload dan dokumen-dokumen hardcopy. Namun, seiring
berjalannya waktu, penulis dapat beradaptasi dengan membuat fo do list dan
penggunaan folder.

Kata kunci: Human Resources, HR admin, Training & Development.

Peran Human Resources. .., Joanne Gracia Gunawan, Universitas Multimedia Nusantara
X



THE ROLE OF HUMAN RESOURCES INTERN AS A

SUPPORTING ACTIVITY IN THE HUMAN RESOURCES

DEPARTMENT OF DOUBLETREE BY HILTON JAKARTA

BINTARO JAYA

Joanne Gracia Gunawan

ABSTRACT

DoubleTree by Hilton Jakarta Bintaro Jaya is a 5-star hotel under the Hilton
Corporation. In the operation of this hotel, competent and professional
human resources are needed. The author in the Human Resources
department is responsible for supporting activities in employee
administration and employee development and training. The author job
description includes scheduling interviews, becoming the PIC of trainees,
organizing trainee’s farewell party, distributing and controlling document
traffic, recapitulating training report data, recapitulating Hilton University's
overdue, make an attendance correction for trainees, make videos and
captions for HR events to be uploaded on LinkedIn, conduct onboarding and
clearance for Team Members and trainees, making name tags; ID cards, and
cartoon photo cards, registering employee parking, turning on EBB; TV
News; and music, create a birthday calendar for 7eam Members and Trainee,
preparing department monthly recognition, preparing a Monthly HR
Calendar template, making posters; photo properties; and other decorations,
becoming an operator during HR events, and checking First Aid. During the
internship program, the author had obstacles in managing the workload and
controlling hardcopy documents. However, over time, writers can adapt by

creating to-do lists and using folders.

Keywords: Human Resources, HR admin, Training & Development
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