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AKTIVITAS FINANCE ADMIN INTERN DI PT BUMI SERPONG DAMAI

Padre Pio Magallanes Ruci Pasantiago

ABSTRAK

Laporan ini berisi kegiatan magang sebagai Finance Admin Intern di PT
Bumi Serpong Damai Tbk (Sinarmas Land), yang dilakukan oleh mahasiswa
Program Studi Manajemen Universitas Multimedia Nusantara. Magang ini
bertujuan untuk memberikan pengalaman langsung dalam pengelolaan
administrasi keuangan di lingkungan kerja profesional, khususnya terkait
pengelolaan dokumen seperti Payment Request, Advance Payment, dan Advance
Settlement melalui sistem Excel In&Out serta pemantauan melalui sistem
e-Workflow. Tugas tambahan mencakup review penggunaan utilitas gedung,
pengecekan absensi dan lembur karyawan, serta koordinasi dokumen antar
gedung. Selama proses magang, ditemukan beberapa kendala seperti kompleksitas
data utilitas dan keterlambatan dokumen yang kemudian diatasi melalui
koordinasi intensif dan follow-up rutin. Pengalaman magang ini memberikan
pemahaman mendalam tentang pentingnya akurasi data, pengelolaan arsip,
komunikasi, dan koordinasi dalam administrasi keuangan, serta menjadi bekal

berharga untuk karier masa depan di bidang Operations Management.

Kata Kunci: Magang, Administrasi Keuangan, Operasi Manajemen, Pengelolaan
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Finance Admin Intern Activities at PT Bumi Serpong Damai

Padre Pio Magallanes Ruci Pasantiago

ABSTRACT

This report details the internship activities as a Finance Admin Intern at
PT Bumi Serpong Damai Tbk (Sinarmas Land), undertaken by a student from the
Management Program of Universitas Multimedia Nusantara. The internship
aimed to provide practical experience in financial administration management
within a professional workplace environment, specifically involving tasks such as
managing Payment Request, Advance Payment, and Advance Settlement
documents using the Excel In&QOut system and monitoring through the
e-Workflow system. Additional tasks included reviewing building utilities usage,
checking employee attendance and overtime records, and coordinating document
distribution between buildings. Challenges encountered, such as utility data
complexity and document delays, were addressed through intensive coordination
and routine follow-ups. This internship experience provided a comprehensive
understanding of data accuracy, record management, communication, and
coordination in financial administration, equipping the intern with essential skills

for a future career in Operations Management.

Keywords: Internship, Financial Administration, Operations Management,
Document Management
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