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ABSTRAK

Efisiensi waktu dan efektivitas kinerja menjadi faktor penting dalam mendukung
kelangsungan perusahaan. PT. Kreasi Karya Bangsa dan PT. Rahasia Gadis
Nusantara secara strategis memaksimalkan peran Personal Assistant (PA) untuk
membantu Board of Directors (BOD) dalam menjalankan tugas-tugas operasional
dan pengambilan keputusan. Melalui program magang selama enam bulan,
penulis menjalankan berbagai aktivitas seperti pengelolaan dokumen, pembuatan
reimbursement, koordinasi antar divisi, serta mendukung event dan promosi
produk Rahasia Beauty. PA tidak hanya menjalankan fungsi administratif, tetapi
juga aktif terlibat dalam tugas lintas divisi yang menuntut ketelitian, kecepatan,
dan adaptasi tinggi. Selama magang, penulis menghadapi tantangan seperti
kurangnya inisiatif, tugas di luar deskripsi pekerjaan, dan miskomunikasi. Untuk
mengatasi kendala tersebut, penulis menerapkan konfirmasi tertulis atas instruksi
kerja, memahami konteks pekerjaan secara menyeluruh, serta berdiskusi langsung
dengan atasan terkait batasan tanggung jawab. Hasil kerja magang ini
menunjukkan bahwa PA memiliki kontribusi signifikan dalam meningkatkan

efisiensi kerja eksekutif dan memperkuat koordinasi internal perusahaan.

Kata Kunci: Personal Assistant, efisiensi waktu, efektivitas kerja, koordinasi,

manajemen eksekutif.
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THE ROLE AND ACTIVITIES OF PERSONAL ASSISTANT IN
OPTIMIZING COMPANY PERFORMANCE EFFECTIVENESS AT PT.
KREASI KARYA BANGSA AND PT. RAHASIA GADIS NUSANTARA
Valensia Widjaja

ABSTRACT (English)

Time efficiency and performance effectiveness are critical factors in supporting a
company's operational success. PT. Kreasi Karya Bangsa and PT. Rahasia Gadis
Nusantara strategically utilized the role of a Personal Assistant (PA) to support
the Board of Directors (BOD) in managing daily operations and executive
decision-making. During a six-month internship, the author was involved in
various tasks such as document management, reimbursement processing,
interdepartmental coordination, and assisting in events and product promotions
for Rahasia Beauty. The PAs role extended beyond administrative support,
requiring precision, adaptability, and active involvement across departments.
Challenges encountered included a lack of initiative, tasks beyond the defined job
description, and miscommunication. To overcome these, the author applied
written confirmation of instructions, developed contextual understanding of tasks,
and held discussions with supervisors to clarify boundaries and responsibilities.
The internship experience demonstrated that PAs significantly contribute to
improving executive efficiency and strengthening internal coordination within the

organization.

Keywords: Personal Assistant, time efficiency, performance effectiveness,

coordination, executive management
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