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PERAN ADMINISTRATIVE TASK DALAM MENDUKUNG
PRODUKTIVITAS DIVISI SUMBER DAYA MANUSIA DI PT
ACCELIST LENTERA INDONESIA

Mutia Azzahra

ABSTRAK

Laporan ini disusun berdasarkan pengalaman magang selama empat bulan di PT
Accelist Lentera Indonesia, sebuah perusahaan technology services dan business
consulting provider. Program magang ini bertujuan untuk memberikan pengalaman
kerja nyata kepada mahasiswa dalam bidang human capital, serta mengasah
kemampuan profesionalisme, komunikasi, dan pemahaman proses rekrutmen.
Selama menjalani program, penulis ditempatkan pada Divisi Human Capital
dengan tanggung jawab utama mencakup pengumpulan CV kandidat, pelaksanaan
tes online, koordinasi wawancara dengan user, hingga pembuatan konten untuk
acara yang diadakan oleh Divisi Human Capital. Proses magang diawali dari
seleksi berkas, tes online, wawancara, hingga penandatanganan surat perjanjian
magang. Dalam pelaksanaannya, penulis menghadapi kendala berupa kurangnya
kejelasan handover informasi pada awal magang. Permasalahan tersebut berhasil
diatasi melalui komunikasi intensif dengan pembimbing lapangan (VP of Finance
and Human Capital) dan inisiatif untuk beradaptasi secara mandiri. Pengalaman ini
memberikan wawasan berharga mengenai proses kerja divisi Auman capital secara
menyeluruh dan meningkatkan keterampilan kerja penulis secara praktis. Laporan
ini diharapkan dapat menjadi referensi bagi mahasiswa, kampus, maupun

perusahaan untuk pelaksanaan program magang yang lebih terarah dan efektif.

Kata kunci: Magang, Sumber Daya Manusia, Rekrutment

7

Peran Administrative Task Dalam Mendukung Produktivitas Divisi Sumber Daya Manusia di PT
Accelist Lentera Indonesia, Mutia Azzahra, Universitas Multimedia Nusantara



THE ROLE OF ADMINISTRATIVE TASKS IN SUPPORTING
THE PRODUCTIVITY OF THE HUMAN RESOURCES
DIVISION AT PT ACCELIST LENTERA INDONESIA

Mutia Azzahra

ABSTRACT (English)

This report is based on a four-month internship experience at PT Accelist Lentera
Indonesia, a technology services and business consulting provider. This internship
program aims to provide real work experience to students in the field of human
capital, as well as hone their professionalism, communication skills, and
understanding of the recruitment process. During the program, the author was
placed in the Human Capital Division with the main responsibilities including
collecting candidate CVs, conducting online tests, coordinating interviews with
users, and creating content for events held by the Human Capital Division. The
internship process began with file selection, online tests, interviews, and signing
the internship agreement. In its implementation, the author faced obstacles in the
form of a lack of clarity in the handover of information at the beginning of the
internship. This problem was successfully overcome through intensive
communication with the field supervisor (VP of Finance and Human Capital) and
the initiative to adapt independently. This experience provided valuable insight into
the overall work process of the human capital division and improved the author's
practical work skills. This report is expected to be a reference for students,
campuses, and companies for the implementation of more focused and effective

internship programs.

Keywords: Internship, Human Capital, Recruitment
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