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IMPLEMENTASI PERAN SALES INTERN DALAM 

PENYUSUNAN PENAWARAN DAN FOLLOW-UP PROSPEK 

PENJUALAN DI PT. EXEED INDO JAYA 

 

 (Najua Putri Vahira) 

 

ABSTRAK 

 

Penelitian ini bertujuan untuk menggambarkan implementasi peran Sales 

Intern dalam proses penyusunan penawaran (quotation) dan tindak lanjut 

prospek penjualan (follow-up) di PT Exeed Indo Jaya, sebuah perusahaan yang 

bergerak di bidang pengadaan perangkat (IT) dan solusi teknologi. Selama 

masa magang, penulis terlibat secara langsung dalam alur kerja divisi Sales, 

mulai dari menerima permintaan pelanggan, melakukan pencarian dan seleksi 

vendor, menyusun dokumen quotation, hingga melakukan koordinasi lanjutan 

untuk memastikan prospek penjualan dapat berjalan sesuai rencana. Melalui 

observasi, praktik kerja harian, serta interaksi dengan tim internal dan pihak 

eksternal, penulis menemukan sejumlah tantangan yang berkaitan dengan 

ketelitian administrasi, kelengkapan informasi vendor, serta efektivitas 

komunikasi bisnis. Penelitian ini juga menguraikan solusi yang diterapkan 

penulis untuk meningkatkan efisiensi kerja, seperti penyusunan daftar vendor 

terstruktur, standardisasi permintaan harga, serta peningkatan dokumentasi 

internal. Hasil penelitian menunjukkan bahwa keberadaan Sales Intern 

memiliki kontribusi penting dalam mendukung proses penjualan, terutama 

dalam mempercepat penyusunan penawaran dan menjaga kesinambungan 

komunikasi dengan pelanggan maupun vendor. Selain itu, penelitian ini 

memberikan rekomendasi yang dapat diterapkan perusahaan untuk 

meningkatkan kinerja divisi Sales secara keseluruhan. 

 

Kata kunci: Sales Intern, quotation, follow-up prospek, vendor, administrasi 

penjualan, IT. 
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IMPLEMENTASI OF THE SALES INTERN ROLE IN 

QUOTATION PREPARATION AND SALES PROSPECT 

FOLLOW-UP AT PT. EXEED INDO JAYA 

 

(Najua Putri Vahira) 

 

ABSTRACT (English) 

 

This study aims to describe the implementation of the Sales Intern role in 

preparing sales quotations and conducting follow-up on sales prospects at PT 

Exeed Indo Jaya, a company specializing in IT procurement and technology 

solutions. Throughout the internship period, the author was directly involved 

in the workflow of the Sales division, beginning with receiving customer 

requests, identifying and evaluating suitable vendors, preparing quotation 

documents, and coordinating subsequent actions to ensure that sales prospects 

progress effectively. Through daily work practices, observations, and 

interactions with internal teams and external partners, several challenges 

emerged, including administrative accuracy, limited vendor information, and 

the need for more effective business communication. This study also outlines 

the solutions applied to improve workflow efficiency, such as developing a 

structured vendor list, standardizing price request formats, and strengthening 

internal documentation practices. The findings indicate that the Sales Intern 

plays a significant role in supporting the sales process, particularly in 

accelerating quotation preparation and maintaining consistent communication 

with customers and vendors. Additionally, this study provides 

recommendations for the company to enhance the overall performance of the 

Sales division. 

 

Keywords: Sales Intern, quotation preparation, sales prospect follow-up, 

vendor selection, sales administration, IT. 
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