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2. Eky Erlanda Edel, S.Pd., M.Pd., as the academic supervisor at Politeknik 
Negeri Jakarta, for her guidance and encouragement in completing this 
report. 

3. Agus Harri Wibowo, as the internship supervisor at BPJS 
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opportunities during the internship. 

4. The author’s parents, family, and close friends, for their unwavering 
prayers, support, and motivation. 
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CHAPTER I 

INTRODUCTION 
 
1.1 Background 
Internship, also known as Practical Work Experience, provides students with the 
opportunity to apply the knowledge and theories learned in the classroom to 
real-world work environments.  Through internships, students gain hands-on 
experience, understand industry dynamics, and develop practical skills relevant to 
their field of study.  This aligns with the objective of Politeknik Negeri Jakarta to 
produce graduates who are well-prepared and competent in professional settings.  
Following the Kampus Merdeka program and the Decree of the Minister of 
Education and Culture Number 74/P/2021, Politeknik Negeri Jakarta mandates 
internships for students in the sixth and seventh semesters as part of an integrated 
curriculum with industry engagement. 
 
Selecting a relevant organization is essential for ensuring an optimal internship 
experience.  BPJS Ketenagakerjaan, as a state agency responsible for 
administering social security programs for Indonesian workers, serves as a 
suitable internship site.  BPJS Ketenagakerjaan manages five main programs: 
Employment Injury Security, Unemployment Benefit, Old Age Security, Pension 
Security, and Death Security.  These programs aim to protect workers and 
improve the welfare of workers and their families, thereby enhancing the 
productivity and competitiveness of the Indonesian workforce. BPJS 
Ketenagakerjaan is an ideal internship setting for students of the English for 
Business and Professional Communication program due to its significant demand 
for the management and translation of formal documents.  Translation tasks 
require expertise in accurately and effectively conveying information, skills that 
align with the students’ field of study.  Interns can contribute directly to BPJS 
Ketenagakerjaan's internal communications, particularly by translating documents 
from English to Indonesian.  
 
During this internship, students from the English for Business and Professional 
Communication program are expected to assist in the translation and management 
of documents related to administrative tasks.  The author was placed in the 
Finance Division of BPJS Ketenagakerjaan, with primary responsibilities 
including archiving Budget Disbursement Request Memos and translating 
important documents, such as invitations and program proposals, from English to 
Indonesian.  This experience provided the author with opportunities to gain 
expertise in translating formal documents and supporting BPJS Ketenagakerjaan's 
financial administration activities. 
 

 



 

1.2 Scope 

The internship was conducted on-site at the BPJS Ketenagakerjaan headquarters 
in South Jakarta.  The scope of activities included: 

● Archiving Budget Disbursement Request Memos. 
● Translating important documents, such as official invitations, from English 

to Indonesian.  This translation process supported administrative needs and 
improved accessibility of information for various internal stakeholders. 

1.3 Period and Location 

The time and location of the internship are as follows: 

● Period:  July 29, 2024 – December 6, 2024 
● Organization:  BPJS Ketenagakerjaan. 
● Address:  Plaza BPJS Ketenagakerjaan, Jl.  Setia Budi Utara Raya No.5, 

RT.5/RW.1, Kuningan, Karet Kuningan, Setiabudi District, South Jakarta, 
Special Capital Region of Jakarta 12940 

1.4 Objectives and Benefits 
1.4.1 Objectives 
The objectives of this internship are as follows: 

● To implement the theories and skills learned in coursework into the 
professional environment, particularly in administration and translation. 

● To enhance understanding of the role of social security programs in 
Indonesia. 

● To develop students' skills in document archiving and translating formal 
documents from English to Indonesian. 
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1.4.2 Benefits 
The benefits gained by the author during the internship include: 

● Refining skills in archiving financial documents according to BPJS 
Ketenagakerjaan's administrative standards. 

● Improving the ability to translate formal documents that support 
operational and administrative activities. 

● Gaining insights into the management processes of social security 
programs in Indonesia. 
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CHAPTER IV 
CONCLUSION 

 
4.1 Closing Remarks 
 
Based on the internship activities carried out at BPJS Ketenagakerjaan, the author 
can conclude the following points: 
 

1. The internship provided hands-on experience in understanding work 
processes within a professional environment, particularly in administrative 
tasks and the translation of official documents at BPJS Ketenagakerjaan. 

2. The author had the opportunity to apply English language skills in 
translation tasks, such as formal invitation documents, which required 
precision and an understanding of cultural contexts and formalities. 

3. The author successfully identified and overcame challenges, such as a lack 
of understanding of the format of official texts and difficulty finding 
equivalent terms, through self-learning, consultations with mentors, and 
the use of additional references. 

4. The internship experience helped the author develop text analysis skills, 
time management, and professional communication, which will be highly 
valuable for tackling challenges in the future workplace. 

Overall, the internship at BPJS Ketenagakerjaan provided enriching experiences 
and broadened the author's knowledge in the field of professional translation.  
This experience is expected to serve as a valuable foundation for the author in 
developing a future career. 
 
4.2 Recommendations  
 
Based on the internship experience at BPJS Ketenagakerjaan, the author provides 
the following recommendations: 
 
4.2.1 For BPJS Ketenagakerjaan 
 
It is recommended that BPJS Ketenagakerjaan provide a brief training session for 
interns on the procedures for translating official documents and the format of 
formal texts commonly used within the institution.  This would help interns begin 
their tasks with a better understanding.  Additionally, the institution is encouraged 
to offer broader access to internal references or glossaries to assist interns in 
understanding the specific terminology used in official documents. 
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4.2.2 For Future Interns 
 
Future interns are advised to prepare themselves by studying the format and 
language style of formal documents before starting the internship.  This will 
facilitate the completion of tasks related to translation or administration.  Interns 
should also take full advantage of the internship opportunity by asking questions 
and discussing challenges with mentors or senior employees to enhance their 
skills to the fullest. 
 
4.2.3 For Universities 
 
It is hoped that universities will provide preparatory training on formal document 
translation and professional workplace practices before students undertake 
internships.  Strengthening collaborations with institutions or companies to offer 
more varied and relevant internship programs aligned with students' majors is also 
essential as an evaluation for future student internships. 
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