ATION DEPA

-4
Zh
1T}

mm
2g

78]

4

o
\1
l
\ =]
» a
lw
<

<

=

=

-

=]

o

J

=

=)

4

S

>

=

ONAL STUDY PROGRAM
DEPOK
2025

PEXUTTEIKNIS

NEGERI
JAKARTA

INTERNSHIP REPORT
POLOTEKNIK NEGERI JAKARTA

ON THE CA
BUSINESS 4

(© Hak Cipta milik Politeknik Negeri Jakarta
Hak Cipta:

o 1. Dilarang mengutip sebagian atau seluruh karya tulis ini tanpa mencantumkan dan menyebutkan sumber :

0\\\\ N\ a. Pengutipan hanya untuk kepentingan pendidikan, penelitian , penulisan karya ilmiah, penulisan laporan, penulisan kritik atau tinjauan suatu masalah.
K \\ b. Pengutipan tidak merugikan kepentingan yang wajar Politeknik Negeri Jakarta
~.

Dilarang mengumumkan dan memperbanyak sebagian atau seluruh karya tulis ini dalam bentuk apapun
tanpa izin Politeknik Negeri Jakarta



1¥393N

NINMILNOd

VLINVIVE

eyieyer 1aba yiuyaljod wizi eduey

s
el
']
=
Q
c
=
T
Q
=
(et
Q.
Q
=
3
(']
=
c
9
~
Q
=
=
1}
T
(]
=
(o,
=
Q
Q
=
<
Q
=
Q
s
Q)
N
Q
-
v
S
=
1)
=
3,
=
4
[
Q
(1]
=
—
o
=
Q
-
-
Q

N
Qoo
o )
s 25
3 @
h Y
35S
=1 =
=
3 a3
c o
3 c
=
o =
= =
$&7
5 T
m
3 5
m =
=]
338
T e 5
= T
o
5532
S8s
< B
L) 3
o
9 QB
Q -
99 2
S =
2 )
8 ®3
< °
w m
oo 3
£3 <
c ]
= =3
= s =
9 =
< <
o 2
= =
c 93
= x5
e s
3. ]
o
o 2
o —
3 £
5 5
=
= 5
5 T
T B
o =
E E
= w
o
-
~
o)
=
=~
&
-
i)
[
=
3
N
o
[
o
-
w
o
Q
-
o
3
QO
w
S
o
Ea

SE
1)
=
2]
o
-+
Y]

2
o
=
D
©
P
)
3.
*’
v
2
-
M
x
E.
~
<
1]
Q
(")
=3
b
[
x
Q
q
o=
[}

—
=
M
-
Q
3
Q
=
(]
=
Q
c
—
T
'
(]
o
o
Q
Q
=
Q
.
Q
[
w
o
c
=
c
=
=
2
Q
-
<
=
3.
-
-
=
T
o
=
(]
=
n
o
3
-~
c
=
=
-
=
Q.
o
=
=
(]
=
<
(]
T
c
-
=
Q9
=
7]
<
=
o
(]
-

STATEMENT OF APPROVAL

Analysis of Job Qualifications and Descriptions on the Job

. The Vacancy Page of the Website of PT BNI Multifinance
b. Author
1. Name : Raina Salwa
2. Student ID Number :2208411018
c. Study Program : English for Business and Professional Communication
d. Major : Business Administration
e. Time of Activities : 1 September - 31 December 2025
a. Place of Activities : PT BNI Multifinance
JI. H. R. Rasuna Said Kav. C-18, RT.2/RW.5, Karet
Kuningan, Kecamatan Setiabudi, Kota Jakarta Selatan,
DKI Jakarta 12940
Jakarta, 16 December 2025
PNJ Advisor Company Supervisor
ifinance
Dr., Drs., Nur Hasyim , M.Si., M.Hum. Tebii Asiitia Wikistinaito
NIP. 1966§9161992031002 Supervisor Recruitment & Training

Authorize,

imass and Professional Communication

Politeknik Negeri Jakarta



eyieyer Labap yiuyailjod uizi eduey

undede ynjuaq wejep 1ui sijn} eA1e)y ynin|as neje ueibeqas yelueqiadwaw uep ueywnwnbusw bueie(iq 'z

ejie)er 1263 Niua11jod 1efem Huek uebunuaday ueyibniaw yepiy uednnbuad °q

‘yejesew njens ueneful} neje yi4y uesijnuad ‘uelrode] uesinuad ‘yejwji efiey uesiinuad ‘ ueppuad ‘ueyipipuad uebunuada) ynjun efuey uediynbuad ‘e

e
m
=
c
T
-+
Y]

o
)
-
8]
©
-+
Y
3,
*‘
)
O
:.
®
x
E.
x
2
D
Q
®
:.
A=
o
x
3
‘
-+
Y

—
o
Ty
-
Q
]
Q
3
o
3
Q
c
=i
T
w
(1]
o
o
Q
Q
=]
o
-
Q
c
7
o
c
=
c
=
=~
Q
-
<
o
-
<
=
=
-
Q
=]
T
Q
3
(1]
3
n
Q
=
-
c
=
==
o
=]
Q.
Q
3
3
(1]
=]
<
(1]
o
=
=
=
Q
=]
")
c
z
°3
m
-

PREFACE

Praise and gratitude are extended to Allah SWT, for by His grace and blessings, the
author was able to complete the internship report entitled “7Translation of Job
Qualifications and Job Descriptions on the Careers Page of The Website of PT BNI
Multifinance” smoothly and on time. This report was prepared-to fulfill the PKL
requirement of the English.for Business and Professional Communication Study
Program at Politeknik Negeri Jakarta, as well as to serve as a reflection. on, the
implementation of the PKL at PT.BNI Multifinance (BNI Finance), which provided
valuable experience for the author, particularly in applying translation knowledge
and business communication skills acquired during academic studies to real
workplace practice.

The author would like to express sincere gratitude to the following parties:

1." Farizka Humolungo, S.Pd., M.A., Head of the English for Business
Communication and Professional Study Program.

2. Dt. Drs. Nur Hasyim, M.Si., M.Hum, academic supervisor, for his guidance
and direction throughout the PKL program and the preparation of this report.

3. Mr Irfan Arditia Wihatmanto, company supervisor at PT BNI Multifinance, for
his assistance and support during the PKL program.

4. Mr. Adam Putera Setiawan, the author’s work mentor, for the guidance and
knowledge shared throughout the PKT period at PT BNI Multifinance.

5. Members of the Human Capital team at BN Finance, namely Meisha, Kak
Falisha, Mbak Putri, Rizal, Mas Erik, Mbak Visca, Kak Tara, Mbak Dwi, Mas
Saeful, and Mbak Lisna, for their continuous positive support during the PKL.

6. The author’s parents; family, and friends, for their encouragement.and moral
support.

Depok, 10 December 2025

Raina Salwa

2208411018

i
Politeknik Negeri Jakarta



eyieyer Labap yiuyailjod uizi eduey

o
)
=
N
N - T TABLE OF CONTENTS
OrsQx O
a e ‘gg 8 5 STATEMENT OF APPROVAL w..oooooooiiiiiiriiinniisssssiiissnsssssssssssssssssss oo i
3 o = e
5T E3 D PREFACE ..ot it i
S22 B
3235 gr' TABLE OF CONTENTS ..ottt ittt easiioneeneenreneensesestiibne s Biinsevessensessessessensens il
£ wn
3358 5 LISTOF FIGURES. ..ot P v
D co —d
8 & 25 S LISTOF TABLES..paoronnnmsrsoineonsnnsnsnsessnnscesnsos B vi
5 783 )
3525 Q@  CHAPTER Lol oo e oo 1
A 3C
2888 = INTRODUCTION ..........oo...fivcoeeeeeeiathoeeeeeeoiestee bbb oo 1
2325 &
gé’- g c z 1.1.Bafldbund .......... . N ... A N B B .\ 1
?"r 5 §_§ OF  1.2/8C0PE Of ACHVILIES.....veorveoveeeeeeeeo o sdbaanseo s donnase s coessse s oesse e et st seesoes 2
2535 ®
§- 3 ;g g 1.3 Time and Place of Internship..............c i, 3
& =
) § i ; 1.4 Objectives and BENEMIES ........ccoooii i eiiionne e cihenn e b cnsnns e 3
o ==
§ 338 1.1 Objectives .. NANE— gy 4 & BN 3
C =TT
g :,; g % | W2 Benefits ... [NUNENI_—— T A AN 4
< :‘zr 8 2 CHARBERII............ Kl N 5
~ =
5§83z LITERATURE REVIEW oo 555558 oo 5
g 393
g5 §§ 2.1 Definition of TransSlation. .. 4. .ccoee. it o S0l e e 5
= x5
5: g .;:; §' 2.2 Translation ProCE@SS ... e et e sttt h et e e ea et et s snnaaneen e 5
[1*]
f;: gg 2.3 Translation TeChDIQUES ......... . o coe Soier i S doresnene s snsaenesnenssnensansnes e 7
2— n‘-"_'E. 2.4 Business Text Translation .......ccc..co it iiin e iire et esneesueesesnnesseensesnnen.. 12
o L e~
z' § ;’5 2.5 Job Vacancy Texts as the Object of Translation ........ 0. eeeeeeieniieeiieennnen... 12
-~ 5 =
§ T g 2.6 Company Profile..... ... 13
=
T ER 2.6.1 BIEE HIStOM wrrcreeerrernernnssenssenssnsensseessnssens e seessssssss 13
;— 2.6.2 Functions and ROIESmuuee.re v e veeeeeoiiiiiiiiie i 0 13
:’; 2.6.3 Relevance of Translation ..o 14
= CHAPTER TIT ....oooeoeoooeeeooeeeseeesssoeessssessssses oo 15
3
- IMPLEMENTATION OVERVIEW....cccoiiiiiiiiiiiieeeeteeee e 15
Q
z 3.1 Internship WOork Unit........ccccooiriiniiiiiiiniiieneeceeeee et 15
Y]
g 3.2 Internship DeSCriptiom........cc.eecvieriieeiieriieeieeeie ettt seee e sere e eee 16
i 3.3 TranSlation PrOCESS .. .coeieeeeeee e e reae e 19
>
iii

Politeknik Negeri Jakarta



POLITEKNIK

NEGERI
JAKARTA

3.3.3 Restructuring Phase ..........cccooiiiiiiiiiiiii e
3.3.4 Translation TeChNIQUES .........cccueeiiieiiienieciieieie e

3.3.1 Analysis Phase
3.3.2 Transfer Phase.........cocoiviiiiiiiiiiieceeee e
3.4 Task Implementation Challenges

3.5 Strategies to Overcome th

CONCLUSION....

Hak Cipta:

1. Dilarang mengutip sebagian atau seluruh karya tulis ini tanpa mencantumkan dan menyebutkan sumber :
a. Pengutipan hanya untuk kepentingan pendidikan, penelitian , penulisan karya ilmiah, penulisan laporan, penulisan kritik atau tinjauan suatu masalah.

b. Pengutipan tidak merugikan kepentingan yang wajar Politeknik Negeri Jakarta

2. Dilarang mengumumkan dan memperbanyak sebagian atau seluruh karya tulis ini dalam bentuk apapun
tanpa izin Politeknik Negeri Jakarta

v

Politeknik Negeri Jakarta




15

Politeknik Negeri Jakarta

LIST OF FIGURES

POLITEKNIK

NEGERI
JAKARTA

= Figure 3. 1 Human Capital Organizational Structure of BNI Finance..................

Hak Cipta:

1. Dilarang mengutip sebagian atau seluruh karya tulis ini tanpa mencantumkan dan menyebutkan sumber :
a. Pengutipan hanya untuk kepentingan pendidikan, penelitian, penulisan karya ilmiah, penulisan laporan, penulisan kritik atau tinjauan suatu masalah.

b. Pengutipan tidak merugikan kepentingan yang wajar Politeknik Negeri Jakarta

2. Dilarang mengumumkan dan memperbanyak sebagian atau seluruh karya tulis ini dalam bentuk apapun
tanpa izin Politeknik Negeri Jakarta




vidvive A\
ECENE \
NINWILMOd

eyeyjer LIaBaN YIwjaM|od Uiz eduey

5
2
)
o
3
Q
3
o
3
Q
<
3
<
3
=
[
3
Q.
o
3
3
(]
3
-]
(1]
-
o
E
s
~
w
()
o
o
=
o
=
o
9
<
8
<
=
c
>
g
o
-
£
=7
3
Q.
=
o
3
o
(]
3
-
c
==
o
T
o
T
<
3

4
v
(]
3
Q
<
=
©
Q
3
o
Q.
o
o
3
[}
-
c
g
=
3
)
T
[}
3
=
3
Q
o9
3
<
o
3
Q
s
3,
Q
-
=
S
o
Y
2
=
z
[
Q
[}
=
e
g
o
=
o

o
s
-
@
c
=
H
=
>
]
2
)
&
=
-~
£
=
=
3
3
=
5
@
o
5
3
—
o
5
=
2
=
o
S
-
E
]
5
g
)
3
)
=
o
o
5
=
]
-
)
°
2
)
2
z
=
g
=
B
=3
=
o
&
c
o
=
]
c
S
=
w
c
a
£
=
2
w
=
)
=

LIST OF TABLES

Table 3. 1 Example of the Application of the Established Equivalent Technique 21

I L
o
x
2
T
)

Table 3. 2 Example of the Application of the Combined Amplification +

Transposition TEChNIQUE .........ooveuiriiriiit s e 21

Table 3. 3 Example of the Applicati ’ chnique ..................

POLITEKNIK
NEGERI
JAKARTA

—
=
)
o
3
Q
3
o
>
Q
<
-3
o
w
o
o
o
X
o
5
o
-,
o
c
1
o
£
=
c
=
3
<
8
-~
e
=
=
g
3
o
o
3
o
3
n
o
3
-~
<
-
o
E]
o
o
E]
3
3
3
-
<
=
o
E]
wn
£
3
-
o
-

Politeknik Negeri Jakarta



eyieyer Labap yiuyailjod uizi eduey

s
o
o
=}
Q
c
=7
T
o
=
5
Q.
o
=
3
[}
=
=
=
=
o
=}
=
1}
T
(1)
3
(o,
=}
Q
[
=}
<
o
3
Q
3
o
N
o
=
o
o
=
(1)
=
=
=
2
(]
Q
[}
=5y
)
o
=
o
=
-~
o

N
Opo
T
') =
= @
Qe 3
355
- =]
Ha
3 a3
= o
3 c
x 3 2
o c
3 =
Sa 7
575
3 5
= =
=
s8¢
T o5
= ©
o
53532
S8 g
< B
® 9 3
e
s @7
Q -
o o
S =
z Q
8 ®>
c °
w0 m
o E
e & £
£ =
c H
—p
303
- -
< <
o iV
e =
€ 9o 3
= 5
e s
2. °
Q. =
2 =
m -
3 £
G
s 3
z o
8
~ =)
5 T
T B
o =
c £
=3 @
&
=}
~
-
=
~
8
-
i)
f =
=
3
A
fY
c
o
=
w
[ =
8
-
{ =
3
')
w
S
8
B

e
m
=
c
T
-+
Y]

o
)
-
8]
©
-+
Y
3,
;
)
O
:.
®
x
E.
x
P
D
Q
®
:.
A=
o
x
3
*
-+
Y

—
o
Ty
-
Q
]
Q
3
o
=]
Q
c
=i
T
w
(1]
o
Q
Q
Q
=]
o
-
Q
c
7
o
c
=
c
=
=~
Q
-
<
o
-
<
=
=
-
Q
=
T
Q
=
(1]
3
n
Q
=
-
c
=
==
o
=]
Q.
Q
3
3
(1]
=]
<
(1]
o
=
=
=
Q
=]
")
c
z
°3
m
-

CHAPTER 1
INTRODUCTION

1.1. Background

Internship is an essential activity for students to gain direct experience in the
professional world. Through this activity; students are able te apply the knowledge
acquired in the classroom to real workplace situations. In addition, PKL helps
students develop skills. that will be requited when entering a professional
environment. This _activity also.provides opportunities, to understand workplace
culture, office work rhythms, and ways to adapt to various job,demands. Such
experiences enable students to be better prepared to face the world of work after
graduation. Therefore, PKL serves.as.animportant bridge between academic.theory

and practical application in the field.

In this PKL program, the author was placed at PT BNI Multifinance in the Human
Capital Division, specifically in the Training and Development section. This
division is responsible for designing and implementing various training programs
to enhance employees’ competencies. During the. internship, the author was
involved in a range of activities,.including assisting in training preparation,
managing documents, processing payments related to training needs, and compiling
reports. The author also supported technical requirements during training sessions
and handled activity documentation. Through these experiences, the author gained
an understanding of how training programs ate conducted and their role in
employee development within the company. Furthermore, these activities helped
the author sharpen communication, administrative, teamwork, and translation skills

in real professional settings.

The author chose to undertake the PKL at PT BNI Multifinance because the
company carries out translation-related activities that are directly connected to the
professional context, particularly the translation of job vacancy texts, job
descriptions, and job qualifications displayed on the company’s careers page. These

translation activities are closely related to the preparation of this PKL report, as they

Politeknik Negeri Jakarta
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constitute the main object of analysis and in-depth discussion. Through the
translation of these texts, the author was able to apply translation theories and
techniques learned during academic studies, such as selecting appropriate term
equivalents, adjusting sentence structures, and using professional language suited
to a business context. Thus, the implementation of the PKL not only provided
administrative experience in the Human Capital Division but. alse served as a
practical platform for applying translation skills, which are systematically presented

in this report as a form.of academic accountability:

1.2 Scope of Activities

During the implementation of the internship in the Training and Development

section, the author had the opportunity.to.be directly involved i the management

of employee training and development activities. The scope of activities carried

out by the author included:

1. "assisting in the planning of training programs, including the preparation of
materials and budgetary requirements;

2. managing training administration, such as participant data collection,
attendance lists, and material distribution

3. preparing technical requirements prior to . training. sessions, including
equipment, training rooms, supporting facilities, and refreshments;

4. coordinating with trainers or speakers to ensure that training programs were
conducted in accordance with the schedule and participants’ needs

5. assisting in the implementation of training sessions and recording participants’
attendance;

6. collecting and processing training outcome data, such as participants’ scores,
feedback, and activity evaluations;

7. preparing training reports and updating data in the database;

8. compiling monthly training report summaries;

9. documenting the entire training process as archival material and references for

future activities.
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However, this internship report only discusses activities related to the translation of
job qualification and job description texts in job vacancy postings on the PT BNI
Multifinance website from Indonesian into English. The linguistic units translated
consist of 40 minor sentences contained in the job vacancy texts. In total, the
translation work carried out during the" internship.covers four job positions,
comprising 40 sentences overallsThediscussion of the translation activities focuses

on the translation techniques.applied to these sentences.

1.3 Time and Place of Internship

The Internship was conducted at PT BNI Multifinance (BNI Finance) from 1
September 2025 to 31 December 2025. The designated working hours were
Monday to Friday, from.08:30.a.m. to.5:30 p.m. (WIB), and the internship was
carried out on-site (Work from Office/WFEQ). The office of BNI Finance is located
at Graha Binakarsa, 12th Floor, JI. HR Rasuna Said Kav. C-18, Kuningan, South
Jakarta 12940.

1.4 Objectives and Benefits

1.4.1 Objectives

The objectives of The Internship at PT BNI Multifinance are as follows:

1. to apply the knowledge acquired during academic studies to real professional
settings;

2. to develop English—Indonesian and Indonesian—English translation skills;

3. tounderstand the process of preparing and managing official documents related
to translation activities;

4. to enhance communication and coordination skills that support professional

translation practice.

Accordingly, the specific objective of this internship report is to describe the
implementation of the translation of job qualification and job description texts from
job vacancy postings on the BNI Finance website. The total texts translated during

the internship consist of four job vacancy positions, comprising 40 sentences

Politeknik Negeri Jakarta
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CHAPTER 1V
CONCLUSION

4.1 Conclusion

During the Internship at PT BNI Multifinanee, the author gained numerous new
experiences that had not previously.beenencountered in the academic environment.
The author had the oppeortunity to translate several texts, particularly job
qualifications and job.deseriptions, enabling the translation theories learned.in elass

to be directly applied in real workplace situations.

Based on the translation results, it can be concluded that the job qualification and
job description texts published on the PT BNI Multifinance career website were
successfully translated while maintaining their original meaning, function, and
professional language style appropriate for recruitment documents. The translated
texts were structured to be easily understood by English speaking readers without
omitting any essential information contained in the source texts: Furthermore, the
use of Human Resources and recruitment related terminology was aligned with
common practices in international business documents; ensuring that the

translations remained relevant.and communicative.

In the translation process, a combination of single and combined translation
techniques was applied. The most frequently used technique was the established
equivalent technique, applied to: eight sentences, followed by amplification
combined with transposition in six sentences, modulation in four sentences,
modulation combined with reduction in three sentences, and amplification
combined with established .equivalent in three sentences...Additionally,
amplification, literal translation, reduction-combined.with-established equivalent,
and amplification combined with modulation were each applied to two sentences.
Other techniques namely modulation combined with borrowing, borrowing
combined with implicitness, established equivalent combined with borrowing,
literal translation combined with established equivalent, and transposition

combined with established equivalent were each applied to one sentence.
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The established equivalent technique was most frequently applied because many
terms found in job vacancy texts already have standardized translations commonly
used in recruitment documents, such as “willing to be placed” and “minimum years
of experience.” The amplification technique was employed to clarify the meanings
of certain terms so that job contexts and responsibilities.could be more easily
understood by target readers. Meanwhile, modulation and transposition techniques
were applied to adjust perspectives and sentence structures to sound more,natural
in English. The reduction technique was used in a limited manner to simplify
sentences without eliminating/the core meaning, resulting in translations that are

more conciseand effective

4.2 Recommendations

It s strongly recommended that the study program consider implementing
structured administrative skills training, given that the English for Business and
Professional Communication Study Program operates under the Department of
Business Administration. Administrative competencies are essential in the
professional workplace and are increasingly required to support students’ overall
competencies, both during the Internship and after graduation. The provision of
such training is therefore expected to enhance students’ readiness and adaptability

in professional environments.

26
Politeknik Negeri Jakarta



EREL

(A )

/ VLNVAVE

REFERENCES

Bell, R. T. (1991). Translation and translating: Theory and practice. London:

exdid yeH

epieer 1abaN Iuya|od yijiw exdid eH S

Longman.

Hatim, B., & Mason, 1. (1990). Disco

traducteurs, 47(4)

functionalist approact eta: Journal , °
- Sm/))\\\
ida, E. A., , id

eory.and pr.

eyeyer LIabap Yiuyaiijod uizi eduey

undede }njuaq wejep 1ui sijn} eA1e) yninjas neje ueibeqas yelueqiadwaw uep ueywnwnbusw buese|iqg 'z

N el | B ENINES

W NEGERI
Inggris’ ke dalar JAK«A{RTA

eyie)er Maba Niuy3ijod 1efem Buek uebunuaday) ueyibniaw yepn uedipnbuad °q

*yejesew njens uenefun neje }ii uesijnuad ‘ueiode] uesjnuad ‘yejwy efiey uesjinuad ‘ uepipuad ‘ueyipipuad uebupuada)] ynun efuey uediynbuad ‘e
: J1aquins ueyingakuaw uep ueywnjuesusw edue) 1ul sijn} efie)y ynin|as neje ueibeqas diynbuaw buese|iqg ‘L

27

Politeknik Negeri Jakarta


https://doi.org/10.7202/008033ar
https://journal.budiluhur.ac.id/index.php?journal=serasi:contentReference%5boaicite:0%5d%7bindex=0%7d
https://journal.budiluhur.ac.id/index.php?journal=serasi:contentReference%5boaicite:0%5d%7bindex=0%7d

VLINWVIVE
1¥393N

NINMILNOd

I
o
=
]
T
-+
o

2
)
-
0
S
~*
o
3.
*‘
1
-1
=.
o
x
E.
x
<
o
Q
o
-
b
o
x
)
q
~+*
Y

NeBN] finance i

ejieyer Labap yiuyaiijod uizi eduey

bs BNl finance Title

Permalink
Date

Description

N
O o
v
s 3
3 Q
Q c
-,
>3
=5 9
Q =
(= L=
o
3 8
3*
= 3
58
&
o
o 8
=F
2:
el
3 o
T T
e 3
T =
o
33
< 9
9 3
=
w <
o
o 3
o Q
Q =
o9
=
Q9 =
-~
Gl
e 9
©w o
88
S 3
52
Fl )
2 @
s e
-,
c 9
)
o
-
[ s
o

bl
(1]
3
Q
<
Fr
T
Q
=
-2
O
2
V)
c
3
-
[
=
=
1)
T
1]
=
(-7
=
Q
[
=
T
1]
=
=
S
A
o
=
<
T
"]
=
o
=
Q
=
T
1)
=]
=
3
o
=
=
o
-
<
o
3
Q
=7
T
"]
3
=
o
Q
=
)
T
=]
=
Q
=
T
m
=
=
o
Q
=
=
=
=
=~
Q
-
o
c
=
=)
N
Q
c
Q
=
w
[
o
-
[
=
O
w
=
Q
=

s

Meta Data

Meta Title

—
.=
o
-
Q
3
Q
=
(]
=
Q
c
—
T
'
(]
o
Q
)
Q
=
Q
.
Q
[
7]
o
c
=
c
=
=~
o
<
Q
-
<
=
3
-
-
=]
T
o
3
(]
=
n
Q
3
-~
c
=
=
-
=
Q.
o
=
=
(]
=
.
(]
T
c
-
=
Q9
=
7]
<
3
o
(]
-

undede jnjuaq wejep

APPENDICES

1. Translation Process for Job Vacancy Pages on the PT BNI
Multifinance Website

< C % bnifinance.co.id/4dm1n-789aBc123/career-job/edit?unique=6 Q # M NewChrome available

> e

INTERNSHIP HUMAN CAPITAL

Permalink =
internship-human-c
Date
2025-04-09
Description e B i o
i Paragraph v AlvBIUS Ev @ :Zvizv = @« @@
Kualifikasi
1. Lulusan baru. Semua Jurusan
2 angat untuk pengalaman praktis Human Capital (HC)
Tugas:
1. Diutamakan dapat menggunakan microsoft excel
2. Mempersiapkan Administrasi Penilaian Performance Karyawan
3. Memonitoring Penilaian Performance Karyawan
4. Mempersiapkan Perpanjangan Kontrak Karyawan
5. Membantu Pengiriman Dokumen Perpanjangan Kontrak Karyawan ke Cabang
<« C % bnifinance.co.id/4dm1n-789aBc123/career-job/edit?unique=6 Q W (2 New Chrome available }

Zr

INTERNSHIP HUMAN CAPITAL
internship-human-capital
2025-04-09

Paragraph v Alv B I U §

m
¢
®
i
<
i
¢
il
I
2]
n
R
i
<
<

Qualifications:

1. Fresh graduate from all major

2. Interest to work in Human Capital (HC).

s

b Descriptions:

1. Proficient in Microsoft Excel is highly preferred.
2. Prepare the Administrative Documents for employee performance evaluations
3. Monitor the employee performance evaluation process,

4. Prepare employee contract extension documents

5. Send contract extension documents to branch offices.

INTERNSHIP HUMAN CAPITAL

60 character
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B8 Indonesia v a

£ SEBN] frence oute ==

I v X

) -+ Description P .

= Q 4 Paragraph v Alv B I U S =v @ ZTviZv~ Q«w@B-3- H

N Deskripsi Kerja

—

'U - 1. Melakukan preses pemeriksaan/audit internal bagi seluruh divisi, cabang dan melaporkannya dalam bentuk laporan

4 e audit

m -

5 x 2. Menjalankan proses audit internal perusahaan secara teknis dan berkala baik dari segi finansial maupun operasional

Master Data
v 3. Melakukan monitoring dan evaluasi hasil audit internal serta menjalin koordinasi dengan pihak terkait untuk
o Job | menyiapkan solusi untuk hasil temuan masalah
= 4. Melakukan invesitigasi dalam mencari informasi
==23
m" Kualifikasi:
x 1. Max. umur 28 tahun
= 2. Pendidikan minimal $1 Akuntansi, Manajemen, Ekonomi
-—
x 3. Pengalaman dibidang yang sama minimal 1 tahun
z 4. Teliti dan cekatan
) 5. Bersedia melakukan perjalan dinas ke luar kota
u 6. Memiliki SIM C dan kendaraan pribadi
m 7. SLIK Clear
-
- >.
om English v Edit Jobs -

) V& RN finance v
x -
Q Description Piscrah v|iAlv B I US| =veo v vE S @ « @vE
-
= Job Descriptions:

1. Conduct internal audit processes for all divisions and branches, and report the findings in audit reports.

2. Perform technical and periodic internal audits of the company, both in financial and operational aspects.

Master Data 3. Monitor and evaluate internal audit results and coordinate with relevant parties to develop solutions for identified

issues.
4. Conduct investigations to gather relevant informations
Qualifications:

1. Maximum age of 28 years old

2. Minimum Bachelor's Degree (S1) in Accounting, Management, or Economics.
3. Minimum 1 year of experience in a similar role.

4. Detail-oriented and responsive.

5. Willing to travel for business trips out of town.

6. Have a motorcycle driving license (SIM C) and own vehicle.

7. Clear SLIK (Financial Information Services System) record,

QU W « New Chrome available &

o B

wa

Date .
2024-12-10

Description

Paragraph v Alv B I US
Qualifications & experience

1. Min. $1Hukum

2. Min. 1 Tahun sebagai Staff lebih disukai dari bidang perbankan/pembiayaan
Master Data

3. Usia Maksimal 28 Tahun
Tasks & responsibilities

1. Melakukan pengecek hadap kelengkapan serta keabsahan legalitas dari pihak yang berkomparan dalam
perjanjian, baik perjanjian bisnis (Perjanjian , Surat Keputusan , Surat Kuasa Penarikan, Surat

Kuasa Jaminan Fidusia, dil) maupun perjanjian non bisnis
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2. Memastikan siapa yang berwenang mewakili badan hukum/perorangan dalam melakukan penandatanganan perjanjian

(bisnis/nc

bisnis)
3. Melakukan pencetakkan dokumen perjanjian sesuai permintaan user (bisnis/non bisnis)
4. Melakukan review draft perjanjian, MoU, NDA dengan pihak eksternal atau dokumen lain sesuai permintaan dari user

5. Membuat draft perjanjian (bisnis/bisnis support) atau surat menyurat lainnya (surat kuasa, surat pernyataan, surat

keterangan, dil) sesuai dengan SOP atau ketentuan yang berlaku.

6. Memberikan Legal Advis kepada user sesuai pemintaan dari user (tim bisnis atau tim non bisnis)
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2024-12-10

Alv B I U

Paragraph v

Qualifications & experience
1. Minimum Bachelor's Degree (S1) in Law.
2. Minimum 1year of experience as a staff, preferably in the banking or financing sector
3. Maximum age of 28 years old
Tasks & responsibilities
1. Conduct check on the completeness and validity of legal documents from counterparties involved in agreements,

including business agreements (Financing Agreements, Financing Decision Letter, Power of Attorney
Fiduciary Guarantee Power of Attorney, etc.) and non-business agreements

for Withdrawal,

2. Ensure the authorized representative of a legal entity or individual is correctly identified for the signing of

business/non-business agreements.

3. Print agreement documents upon user request (business or non-bus

es

4. Review draft agreement, MoUs, NDAs with external parties or other documents as requested by users

5. Draft agreements (business/business support) or other correspondence (power of attorney, statement letters,

certificates, etc.) in accordance wit

h applicable SOPs o regulation.

6. Provide legal advice to users based on request from business or non-business teams to user due to reque:

(business or non-business team)

om indonesia v

2024-12-10

Paragraph v Al B I Us Ev @

Tugas:
1. Bertanggung jawab terhadap Sales dan Marketing
2. Berkoordinasi dengan berbagai rekanan bisnis
3. Melakukan Kontrol Collection

4. Bertanggung jawab dengan performance cabang

Kualifikasi:
1. Usia maksimal 45 tahun
2. Pendidikan Minimal $1

3. Memiliki penga

n sebagai Kepala Cabang minimal 2 tahun di bidang pembiayaan new car

4. Memiliki strategi marketing dan collection yang baik

5. Berorientasi pada target & Memiliki networking yang luas

Bersedia di Cabang : [(3
@8 English v
2024-12-10
Paragrapn v Alv B I U S |Ev@|izviov = TR - H

Job Descriptions
1. Responsible for sales and marketing.
2. Coordinate with business partners.
3. Monitor and control collections.

4. Responsible for overall branch performance.

Qualifications:
1. Maximum age of 45 years old
2. Minimum Bachelor's Degree
3. Minimum 2 years of experience as a Branch Manager in the new car financing sector
4. Strong marketing and collection strategies

5. Target-oriented with a wide professional network.

Willing to be placed in Balikpapan Branch (Kalimantan)
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2. Evaluation Result from the Company
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HASIL EVALUASI
e
Nama Mahasiswa : Raina Salwa
NIM : 2208411018
Judul PKL : Penerjemahan Teks Kualifikasi dan Deskripsi Pekerjaan di

Laman Lowongan Kerja Website PT BNI Multifinance

Nilai Praktik Kerja Lapangan

No Komponen Penilaian Range Nilai | Nilai yang Dicapai
T~ | Kemampuan Berbahasa Secara Lisan 1020 2%
2 | Kemampuan Berbahasa Secara Tulisan 10-20 2 1
[3 [ Kerja Sama 1020 2 l
@ | Kedisiplinan 10-20 %
5 | Etika 1020 2
Total Nilai (A) 100
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Jakarta, 16 Desember 2025
Pembimbing Perusahaan/Industri,

Irfan Arditia Wihatmanto

elIedjer IBBaN yiuyaljod yijiw exdid deH S

Recruitment & Training Supervisor

Saran Pembimbing perusahaan/industri terhadap mahasiswa PKL
1, Inisat ity bagui, telap  hows kowdnesron hrldin doiuks
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3. Internship Documentations
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