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CHAPTER I 

INTRODUCTION 

1.1 Background 

Field Work Practice (PKL) or an Internship program is a form of learning activity 

designed to provide students with direct experience in understanding professional 

workplace practices. Through this program, students not only gain practical work 

experience but also develop an understanding of organizational dynamics, 

administrative systems, as well as the professional ethics and standards applied in 

the workplace. This activity is regulated under the Regulation of the Minister of 

Education and Culture Number 3 of 2020 concerning National Standards for Higher 

Education, which emphasizes that the learning process in higher education should 

include the development of students’ competencies through activities conducted 

outside the campus environment, including internships and field work practice 

programs. 

In addition, the Merdeka Belajar–Kampus Merdeka (MBKM) policy initiated by 

the Ministry of Education, Culture, Research, and Technology encourages students 

to gain learning experiences outside their study program for up to two semesters, 

one of which is through internships in professional workplaces. Therefore, 

internships or field work practice programs play an important role in developing 

students’ academic competencies while preparing them for professional careers. 

As a student of the BISPRO Study Program, the author was equipped with 

competencies in both written and verbal professional communication, including 

translation, proofreading, editing, business document preparation, interpreting, and 

the application of formal grammar. This study program is designed in accordance 

with Presidential Regulation Number 8 of 2012 concerning the Indonesian National 

Qualifications Framework (KKNI), under which graduates are expected to 
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effectively apply cross-cultural and professional communication skills in real 

workplace contexts. 

The Program Learning Outcomes (PLOs) of BISPRO include the ability to prepare 

and edit business documents, communicate professionally in English, and support 

organizational operations through information and documentation management. 

These competencies are highly relevant to the administrative and operational needs 

of institutions and organizations, particularly in the preparation and management of 

official documents. 

The North Jakarta Administrative City Tourism and Creative Economy Sub-

department (Sudin Parekraf) is a local government institution responsible for 

managing and developing the tourism and creative economy sectors in North 

Jakarta. Based on Governor Regulation of DKI Jakarta Number 57 of 2022, the 

Tourism and Creative Economy Agency is responsible for carrying out 

governmental affairs in the fields of tourism and creative economy at the 

administrative city level, including planning, implementation, monitoring, and 

evaluation of programs and activities. 

In carrying out these responsibilities, the institution routinely produces various 

administrative documents, activity reports, and archives that require systematic 

management and preparation in accordance with official writing standards. 

The author selected the North Jakarta Administrative City Tourism and Creative 

Economy Sub-department as the internship location for several reasons. First, the 

tourism and creative economy sectors are dynamic and continuously evolving fields 

that provide broad insight into government policies and programs directly related 

to the public. Second, as a government institution, Sudin Parekraf produces 

numerous official documents that require systematic preparation and the 

appropriate use of formal language, making it closely related to the competencies 

developed in the BISPRO study program. Third, an opportunity was identified to 

gain direct experience in administrative and reporting activities within a 
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government institution while applying the language skills acquired during academic 

study. 

Based on observations during the internship period, several aspects were identified 

that relate to professional business communication, particularly in the preparation 

and editing of activity reports. Some documents still required adjustments in terms 

of spelling, sentence structure, formatting consistency, and the completeness of 

supporting attachments. In addition, archive management and document 

classification demanded accuracy and systematic organization to ensure that 

documents could be retrieved efficiently when needed. 

Through the implementation of the internship program at Sudin Parekraf North 

Jakarta, BISPRO competencies were applied in supporting administrative and 

reporting activities, including editing reports to improve their structure and 

compliance with language standards, assisting in the preparation of report 

attachments, and supporting more systematic document archiving processes. 

Furthermore, by contributing to activity scheduling, employee attendance 

recording, and interdepartmental communication, valuable experience was gained 

in time management and teamwork within a professional work environment. 

Therefore, this experience served not only as a learning opportunity but also as an 

academic contribution toward improving the quality of administration and reporting 

within the institution. 

1.2 Scope of Work 

The scope of activities undertaken during the Internship (PKL) program at the 

North Jakarta Administrative City Tourism and Creative Economy Sub-department 

focused on administrative work, archive management, and operational support 

activities. Throughout the internship period, the author was involved in various 

activities that contributed to the institution's operational processes and 

documentation management. The scope of work included the following activities: 
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- Document and Archive Management 

The author assisted in managing both physical and digital archives, classifying 

documents according to specific categories, organizing files within a filing system, 

and supporting document storage and arrangement processes to ensure that records 

were maintained systematically and could be retrieved efficiently when needed. 

- Preparation and Editing of Documents and Reports 

Responsibilities in this area included proofreading activity reports, correcting 

spelling and structural errors, ensuring compliance with formatting standards, and 

compiling supporting attachments required for activity reports. 

- Preparation of Bilingual Materials 

Presentation materials were developed related to a tourist destination in North 

Jakarta as part of the institution's documentation and promotional activities. These 

materials were prepared in both Indonesian and English to support bilingual 

communication needs. 

- Preparation of Schedules and Supporting Documents 

Weekly activity schedules were prepared and supported various administrative 

processes in accordance with the instructions provided by the field supervisor. 

1.3 Time and Location of Implementation 

The internship was carried out at the North Jakarta Administrative City Tourism 

and Creative Economy Sub-department with the following details: 

o Internship Duration: 19 January 2026 – 29 May 2026 (4 months) 

o Working Days: Monday–Friday 

o Working Hours: 08:00–16:00 WIB (Work From Office/WFO) 

o Address: Jl. Yos Sudarso No. 10, RT.10/RW.6, Sungai Bambu, Tanjung 
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Priok District, North Jakarta, Special Capital Region of Jakarta 14330 

1.4 Objectives and Benefits 

The objectives of conducting the Internship (PKL) program at the North Jakarta 

Administrative City Tourism and Creative Economy Sub-department were as 

follows: 

- To gain direct experience regarding administrative management systems 

within a government institution. 

- To apply document preparation and editing skills in the context of real 

workplace practices within a government institution. 

- To develop time-management skills and the ability to complete 

administrative tasks accurately, systematically, and within established 

deadlines. 

The benefits of the internship program at the North Jakarta Administrative City 

Tourism and Creative Economy Sub-department are as follows: 

- To enhance professional readiness for entering the workforce, particularly 

in the fields of administration and business communication. 

- To strengthen competencies in editing and document management as a 

foundation for future professional development. 

- To provide tangible contributions to the institution by supporting 

improvements in administrative processes, documentation practices, and 

systematic document management.
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CHAPTER IV 

CONCLUSION AND RECOMMENDATIONS 

4.1 Conclusion 

Based on the implementation of the Internship (PKL) program at the North Jakarta 

Administrative City Tourism and Creative Economy Sub-department (Sudin 

Parekraf), it can be concluded that the internship provided valuable practical 

experience in understanding the application of office administration, particularly in 

document and archive management within a government institution. 

During the internship period, involvement spanned various operational and 

administrative activities, with a primary focus on document management and 

archiving. These activities included document classification, archive coding, and 

support for tourism and creative economy programs and activities. In addition, the 

author gained experience in activities that were directly relevant to the 

competencies developed within the study program, including proofreading, 

copyediting, and the translation of presentation materials. 

Based on the literature reviewed in Chapter II, document editing plays an important 

role in improving the quality of documents in terms of language use, structure, and 

clarity of information. This is consistent with the activities carried out during the 

internship, where proofreading and copyediting contributed to ensuring that 

documents were more accurate, systematic, and aligned with official 

communication standards. Furthermore, translation activities demonstrated the 

importance of communication skills in producing bilingual documents that are both 

communicative and contextually appropriate. 

Therefore, although the majority of internship activities focused on administrative 

and archiving functions, the author was able to relate these experiences to 

competencies in English for Business and Professional Communication. This 
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internship not only deepened an understanding of administrative systems within a 

government institution but also strengthened editing, translation, and professional 

communication skills that are relevant to the professional workplace. 

4.2 Recommendations 

Based on the experience gained during the Internship (PKL) program, the author 

would like to offer several recommendations that may be beneficial to the relevant 

stakeholders. 

1. For the Institution (Sudin Parekraf North Jakarta) 

It is recommended that the institution provide a more structured distribution of tasks 

for internship participants so that the activities assigned can be more focused and 

offer a more purposeful learning experience aligned with each participant's field of 

study. In addition, greater utilization of language-related skills, such as translation 

and the preparation of bilingual documents, could provide added value in 

supporting the institution's communication activities. 

2. For the Study Program 

The study program is encouraged to continue strengthening and expanding the 

connection between theoretical knowledge and practical workplace applications, 

particularly in the areas of editing and professional business communication. 

Furthermore, pre-internship preparation could be enhanced, especially in terms of 

practical skills that are frequently required in professional work environments. 

3. For Students 

Students who plan to undertake internships within government institutions are 

encouraged to be proactive in seeking learning opportunities rather than relying 

solely on assigned tasks. In addition, students should strive to relate every task they 

perform to their academic competencies so that the internship experience can 

provide greater professional and educational benefits. 
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Appendix 1. Internship Completion Certificate 
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Appendix 2. Internship Certificate 
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Appendix 3. Internship Logbook Activity 
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Appendix 4.  Internship Evaluation Form 
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Appendix 5.  Documentation 

 

Image 5.1 The author desk Image 5.2 Tourist attraction activities 

at Bahari Museum 

Image 5.3 Tourist attraction activities 

on religion destination at PIK 

 

Image 5.4 Visit to the Sunda Kelapa 

Port 
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(continued) 

 

Image 5.5 The technical 

guidance for mentored MSMEs 

2026 Activities 

 

Image 5.6 Monthly meeting and post-

Ramadhan gathering 

 

Image 5.7  Pre-Event 

Coordination Meeting for the 

Abang & None 2026 

 

Image 5.8 Archive Box Storage 
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