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PREFACE

All praise and gratitude are due to Allah SWT, for it is by His grace and blessings
that this internship report titled “Translation of Business Texts at BPJS
Ketenagakerjaan” has been successfully completed. This report is prepared as one
of the requirements for obtaining a Diploma Four.degree at Politeknik Negeri
Jakarta.

The writer would not have beenable to complete this report without the support and
assistance of many-individuals throughout the academic journey and during.the
internship program. Therefore, the writer would like to express sincere appreciation
to:

1. Mrs. Dra. Ina Sukaesih, Dipl. TESOL, M.M., M. Hum., as the Head of the
English for Business and Professional Communication Study Program;

2. Mr. Taufik Eryadi Abdillah, S.S., M.Hum., as the academic supervisor
who has generously devoted his energy, thoughts, and time to assist the
writer in preparing this report;

3. Mr. Dwi Cahyao Prihadi, as the field supervisor.at BPJS Ketenagakerjaan,
Deputy for Financial Affairs, who has kindly provided guidance and
support throughout thevinternship period;

4. The writer’s parents, family, close friends, and my boyfriend for their
continuous prayers, encouragement, and motivation;

5. All employees, staff, and fellow interns at BPJS Ketenagakerjaan, for their
cooperation, assistance, and support during the internship.

The writer also. acknowledges that this internship report may still contain

shortcomings and areasfor.improvement. It is hoped that this report will.contribute

to the development of knowledge.and serve as a valuable.reference for future
endeavors.

Jakarta, June 26, 2025

The Writer
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CHAPTER1
INTRODUCTION

1.1 Background of the Activity

The Internship Program (PKL) is a compulsory component for students in the
English for Business and Professional Communication (BISPRO) Study Program.
It offers students the opportunity to sharpen their skills in accordance with their
interests and abilities through direct.experience in the professional world. This
activity serves as an important milestone in preparing students for their future
careers (Nainggolan.et al., 2021). The implementation of the internship is grounded
in the necessity for practical experience to familiarize students with professional
dynamics thatalign with the competencies obtained during their academic learning.
Therefore, the internship servesasa platformto apply theoretical knowledge while
enhancing professional self-development. Through this program, students are

expected to demonstrate high responsibility in completing their assigned tasks.

The implementation of this internship is based on the Decree of the Minister of
Education and Culture of the Republic of Indonesia No. 74/P/2021 concerning the
Recognition of Semester Credit Units in the Merdeka Campus Program (Mukhlis
et al., 2023). This regulation mandates students. to participate in _an internship
program aligned with their study program. One of the institutions that provides such
opportunities is BPJS Ketenagakerjaan. As_a public legal entity responsible for
administering ‘social security for workers in Indonesia, BPJS Ketenagakerjaan
frequently engages in official correspondence;,. both internally and externally.
Occasionally, this includes international correspondence, which necessitates the
translation of official letters between Indonesian and English. This need opened a

learning opportunity forthe.author to engage inreal-world translation.activities.

BPJS Ketenagakerjaan is the result of the transformation of the PT Jamsostek
(Persero) business unit. As an institution operating in labor insurance, it plays a
vital role in managing and improving the quality of social security programs for
workers across the country. Due to the broad scope of its services, BPJS
Ketenagakerjaan produces various official documents such as formal invitations,

agreements with partner companies, and operational guidelines. This was the reason
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the author chose BPJS Ketenagakerjaan as the internship placement, as it provided

an opportunity to apply translation knowledge acquired during academic studies.

This internship report was prepared to document the author’s experience during the
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internship at BPJS Ketenagakerjaan, with a particular focus on the translation of
official letters used by the institution. The purpose of this. report is to describe in
detail the translation process undertaken by the author, the challenges encountered,
and the solutions implemented in translating these official.. decuments.
Consequently, thisreport also serves as a reflection of the author’s learning during
the internship-period and a form of contribution as a prospective professional

translator:

1.2 Scope of Activities

The internship was conducted. offline (work from office) in the Finance Deputy
Division of BPJS Ketenagakerjaan: The scope of activities includes:
o Translating official letters from English to Indonesian and vice versa;
o Managing document administration including archiving, sorting, and
distribution of incoming and outgoing correspondence;
« Providing assistance in activities organized by the cooperation team of BPJS
Ketenagakerjaan.

1.3 Time and Place
e Duration: January 2 — June 30, 2025

« Institution: BPJS Ketenagakerjaan
o Address: Plaza BP Jamsostek, 19th Floor, JI. H.R. Rasuna Said Kav. 112
Blok A, Kuningan, Setiabudi, South Jakarta, DKI Jakarta.

1.4 Objectives and Benefits
Objectives:
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e To provide a clear picture of the internship implementation at BPJS
Ketenagakerjaan;

e To explain the process of translating official letter texts from Indonesian to
English and vice versa;

o To identify challenges encountered during translation and how the author

resolved them.
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CHAPTER 1V
CONCLUSION

4.1 Conclusion
Based on the internship activities carried out at BPJS Ketenagakerjaan, the writer
draws several conclusions as follows:

1. The internship provided hands=on.experience in.understanding the

workflow within a professional environment, particularly.in‘the fields of
administration and.official document translation.

The writer'had the opportunity to apply English language skills in
translation activities, especially for official documents such as invitation
letters. This translation process required attention to detail, understanding
of cultural context, and adaptation to formal language conventions.
Throughout the internship period, the writer was able to identify and
overcome various challenges, such as limited understanding of formal text
structures and difficulty in finding suitable word equivalents. These
challenges were addressed through independent learning, consultation with
supervisors, and the use of various reference sources.

The internship also contributed to the development of several skills,
including text analysis, time management, and professional
communication. These competencies serve as essential assets in preparing

for future professional challenges.

Thus, the internship experience at:BPJS Ketenagakerjaan provided a significant
contribution to the enhancement of the writer’s knowledge and competence in the
field of professional translation. This experience is expected to serve as a valuable

foundation for future career development.

4.2 Suggestions
Based on the implementation of the internship and the findings during the
activities,the writer offers the following suggestions:

1. For BPJS Ketenagakerjaan

It is recommended that BPJS Ketenagakerjaan provide brief training

sessions for interns on the technical aspects of official document translation

19
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and the formal writing formats commonly used within the institution. Such
training would help interns better understand their tasks comprehensively.
Additionally, providing access to internal glossaries or specialized
references would greatly assist interns in understanding technical
terminology used in official documents.

For Future Interns

Students who will participate in the internship program.are advised to
prepare themselves by studying the structure and language style of formal
documents.prior to entering the workplace. This preparation will ease.the
execution of tasks, particularly in translation and administrative activities.
Moreover, interns are encouraged to actively engage in diseussions and
consultations with mentors or senior employees to optimize their skill
development.

For Higher Education Institutions

It is recommended that universities provide studentswith training on formal
document translation practices and professional work ethics before the
Internship begins. Furthermore, universities should strengthen partnerships
with institutions or companies to offer a wider variety of internship
programs that are relevant to students’ fields of study. This effort is also
important for improving the evaluation and quality of future internship
programs.
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APPENDICES

Appendices 1. Surat Penerimaan Magang

Q_ is:starred X 3 ® Active ®@ &
€ B © © B 0 @ B D 1of1 ¢ > @~
Konfirmasi Magang Reguler BPJAMSOSTEK (Exterrial 1 Inbox x e m

Magang BPJSTK <magangbpjstk@gmail.comz Mon, Dec 30, 2024, 9:19 AM

tome ¥

|

Dear Calon Peserta Magang EPJAMSOSTEK,

Bersama surat ik ini kami ikan tanggapan kami terhadap h Anda untuk ikuti magang di BPJAMSOSTEK. Kami
mengapresiasi minat Anda untuk belajar dan mengembangkan kompetensi Anda di bidang yang sesuai dengan visi dan misi BPJAMSOSTEK.

Setelah mempelajari latar belakang pendidikan dan pengalaman Anda, kami menilai bahwa Anda memenuhi syarat untuk mengikuti
kegiatan magang di BPJAMSOSTEK. Kami menawarkan Anda kesempatan untuk bergabung dengan divisi yang disesuaikan dengan kebutuhan
kami. Anda akan mendapatkan bimbingan dari mentor yang berp: dan berk di bid

Untuk mengikuti magang di BPJAMSOSTEK, Anda harus memenuhi beberapa
persyaratan administrasi, antara lain:

1. Mengisi google form ke-2 i Pe M
hitps-ifforms. gle/5]Cmvhks\WKIXQKERT

pada link berikut:

2. Mengisi data, k, dan i surat yang berisi hak dan kewajiban Anda sebagai peserta magang dan
BPJAMSOSTEK sebagai peny magang. p magang dapat diakses pada link berikut:
https:/idrive.google.com/driveffolders/1kyMFUoRbE1kV8v_b8hygVurKWilJRwrx?usp=drive_link

w, ntal dnl
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Appendices 2. Logbook

Lagbsazk Misgguss Passria Prograrm Magang & OFE Seiss agakerjaoss

Hars Fosaris TALTH#A fRILLEA
Ferpurusa Tongr POUMEKMNE HIGEF WEARTA
Larmewiar L] =R
Urit Earja RELIAMGER
L AN CAHYD
Fericcls Magang LAFS W - K1
HAF THARGGAL BAKTL URMAK TUGAS KITIRAKCAK
mulni ilpnn
ohMES w.':u.'a:::{ (L Fui] 1700 |lehen et | e ok, imanged wn berks measl bads el ko WA
AT e T 17m ki gecak dun mangzreks ran bahms s rasies®, membur des WAD

1 e usicEn dispc e, melskuten sosaning barkas

Wi geca b can mangreksl Ui ran bahas Facs rascst, mem b dan

S[MH f00/311% DOEDD 1M ‘A
= 1 erees Ls<an d su, mebducst nowrin
CELAA nr,':u.-a:::l I 0D 17m ki gecak dun mangzreks ran bahms . memburi daa e~
M e Lican dospo s, Fengs barksy
kieagecek den mengsreks ran bahma » mem b dan
n i - a
i I:ﬂ.:d-'x:l,i m=m i 1 e Lasliosn o s, melauicsn sesaring barkas, e ga riar berkon WAL
ki gecak dsn mangzreks irisran bahms zacs rases®, membur das
§ " -,
i W.:ﬂ.'a::l,l oem 1 1 e usican cispowsl, melskuiss s niag barkay men ga niar beron WAD
L b dan mengareka . bumi d
AT |u.':u.'a::|4 mon | e [ Tl b e WD

1 erees Ls<an d s, meldoscss noariag barkay mengarniar berion

WAKTU
HAF THARGGAL URMAR TUGAS KITIRAKGAN
mulai el
—_— iy oo e Wi geca b den mangsreks trtaran bahms sacs rassn, mem b das -
w1 erens unionn cispasind, meledouksn sesariag barkax
SELAA 14501/202%  omoo 17m ke gece kb den mengsreks irtaran bahma zada rascs®, membur das WaD
m erees Lisn dispa s, P barkax
ki gecak den mangzreks ran kahas ascsh, membur des
LRI 15000,/311% DEOD 17 ‘i
= '{ 1 e o cisposind, meldouicsn sesardag barksy, menga risr berkon
kieagecat dun mangzreks iriaran bahos zacs rascs®, membur dan
LU 16:00/311% DEDD 17 WAl
o 'l 1 e Lsican cispaas, melskuicss sosaniag barkay, men ganiar beron
Wi geca b den mangsreks trtaran bahms sacs rassn, mem b das
FLilel AT I?.':lln'ﬁ::l4 (L 501] 1M : ‘A

e ga nkar berion

i, meldousicss noring barka

e Lsan d

HAF THAGGAL BAKTU URMAN TUGHS MITIRARGAN
mulai elnnn
— agmagaoes| oo - ki geca b den mangs ek ran bahuus 3acs rasksh, mem b de -
1 e usioan cispoue, melskuics sosaning barkay
CELAA moaga01s| oo 17m ki gecak dun mangzreks ran bahms zazs rasish, memburt des e~
1 e Licsn disposid, mengemiss barkau
ki gecak dsn mangzreks irisran bahms zacds rases®, membur das
1 o " -,
S ‘?':‘”a::l'l e 1 1 e Lsican cispc e, melskuicss sosaniag barkay, men ganir beron WAD
R myraa0as| oo 17m kieagece kb den mengsreks iriaran bahma zads rascs®, membur daa WaD
1 eree” Lsan d s, meladbousican noning barkay menganiar berion
AT :I.':ﬂ-'x:lli I 00 17m ki gecak dsn mangzreks iriaran bahms zacds rasesh, membur das WAD
m e icsn dispezain, melsosican sowaning barksy menga risr berkon
R -] URAIAR TUGKS KETIRARGAK
SLHR 1716 JUBLUR HASFIRAL EEA RKEAS
SELASA I7i0 |UBUR HASFIRAL TRHUK BARL IMLEE
R0 :':.':u.-a:::.l [L31] I7i0 |UBUR HASFIRAL TRHUK BARL IMLEE
ki gecak dsn mangzreks irisran bahms zacs rases®, membur das
§ " a
i Hl.:ﬂ.'a::l,l oem 1 1 e usican cispowsl, melskuiss s niag barkay men ga niar beron WAD
ke gece kb den mengsreks irtaran bahma zada rascs®, membur das
: i - a
i “':‘”x:'i m=m i 1 e Lasliosn o s, melauicsn sesaring barkas, e ga riar berkon WAL
(1L st )
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HAF | TAWGEAL BAKTY URRAK TUGAS KITERAKGAR
rulai ielnn
ki gecak dsn mongzmks trisran bahms zazs rases®, membur des
§ [ ey

— m':‘”x:'l oem 1 1 e usicsn cispasl, melskuicsn soaaning barks arisr berkn -

SCLASH D-I.'JL'EJSI D00 L7 WAl
Wi geca b dn mangs ek rascsn, membur de .

™ § n

i m..:\u.'a::l,l e=m 1= m e uaionn dispasind, melsloucan ncaaning barkay, menganiar berkon i
ki gecak dsn mongzmks trisran bahos zazs rases®, membar des

LEA ] FLO/302%  DEOOD L7 WAL

=/ 'I 1 e LsicEn cispaasl, melskuicss sosaning barkay, menganiar berion
JUMAT nr,-:u.-a::nl I 0D 17m ki gecak dsn mongzmks trisran bahms zazs rases®, membur des WAL

m e Laiosn disposind, melsoucsn scsaning barkay, menganiar berkan

TARGCAL
kiagecak dun mengs ek rasis®, membur das
§ n e
AL m.:u.'a::l,l e L7 1 e LsiEn cispaasl, melskuicss sosaning barkay, menganiar beviom Ao
ks gecat dsn mangs ks irisran bah rasis®, membur das
SCLASH 1100/ 301 DEDD L7 WAl
3 'I 1 e LsiEn cispaasl, melskuicss sosaning barkay, menganiar beviom
s gecak den mangs ey triaran bah rascsn, membur de
AL 1200/ 301 DEOD L7 im Wl
! '| m e uaionn dispasind, melskoucan ncaaning barkay, menganiar berkon
TR 1300/202s  oEoo 17m ki gecak den mangzmks irisran bahos zacs rasks®, membur das WAL
1 e Lsiosn d s, melsdoscss sosaring barka
ki gecak dsn mongzmks trisran bahms zazs rases®, membur des
JUs AT 14500,/ 301, DEOD L7 im A
A ‘I m e Laiosn disposind, melsoucsn scsaning barkay, menganiar berkan

HAFK TARGLAL URMAR TUGAS FETERAKGAK
mulni inlpnn
W1 geca b dn mangs ks triaran bahas s rasks®, mem bt dea
i " s
— I?.:ﬂ-'ﬂc:l»i m=m 1w m e uaionn dispasind, melskoucan ncaaning barkay, menganiar berkon Wi
SCLASHA IH.':‘:I-'E:IEI D00 L7 im Wal
LEIR I'I,':ﬂ-'b:]il D00 L7 im A
ki gecak dsn mangzmks 1 rasies®, membar des
RAMIL A/ 303Y  DEOD L7 im A
e ‘I m e Laiosn disposind, melsoucsn scsaning barkay, menganiar berkan
ki gecak dsn mongzmks trisran bahms zazs rases®, membur des
JUs AT FLA/ 303y OEOD L7 im A
o AI m e Laiosn disposind, melsoucsn scsaning barkay, menganiar berkan

URBIAH TUGAS

FETIEAKGAK

kimagecat dun mangzmks irisran bahn rasis®, membur das

i e s disperain . mebskuicsn scwaning barkaw men g risr berkon

WAL

W1 geca b dn mangs ks triaran bahas s rasks®, mem bt dea
1 e Lwcan d wu, melsdosicss noaaning barkay menganiar berkan

A

ki gecak dsn mongzmks trisran bahms zazs rases®, membur des
1 e Lsiosn d s, melskouicss sosaning barkay menge risr beron

W

kisagecat dsn mongsmeks trisran bahos zacs rasts®, mem b das

O e psion dansws, oplsacss soyanias barka s ren esniar bevon

WAL

HAFR THHGCAL e ———
SN :{':ﬂn'xilil DE DD 170
SCLASA :x':u.'a::q [ ) 171
LEL :H:IL'EZILI D00 1741
L] :?.':ﬂn'b:]il DE DD 170
JUsAT :l‘:ﬂfﬂ:]il D00 1741

ki gecak den mangzmks irisran bahos zacs rasks®, membur das

o e unin dugsws, oplsagcsn scaanine barkas rreneaciar ko

W
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HAF TARGGAL AT URMAK TUGAS FETERAKGAR
mulai ilnam

YR myraa0ay| pem 1w kieagecek den mengzreks trisran bahans zads rasos’, membust da WAD
m ereerusiosn disposid, melskuzen sosaning barkas

—— pyoa/zaay oo 1m Kaagecak dan mangzreks triaran lahn s rassh, membun dan WAD
mereerusisn dispasid, meldoues sosaning barkas

o reraja0a| oo 1w Ksagecek dan mengsreks triaran bahoa g raskaf, memburi daa WAD
merees unsn doeposd, mebdos sosaning barkas

LA mpoaiay e 17m kimagecak dsn mangzreks trisran bahns zazis rasesh, membur d WAD
e unionn disposid, mengamiss barkas
Waagecak dan mangsreks trtaran bahan £ rasEsn, Fem b dan

T AT O7i00/3318 DOEOD L7i0 WAl

! 'I mererusiosn disposid, meldoiss sesaning barkay, rmen garisr berion

WAKTU
HAFL TAKGGAL URMAN TUGAS FETERAKGAR
rmulai wleam
kimagecak dsn mangzreks iriaran bahn s rasish, membur das
range. . T
SN |I1'M!:':.1 e 1w m e unionn dispoid, melsdouen nosaning barkas, men ganiar berion e
kisagecek dan mengzreks ran bahma raskaf, memburi daa
SELASE 1l J2003% OE-DD 1700 a
AT AI merer unsn disposid, mebdouksn sosaning barkay, men ganisr Berkcn
e iy oeoo 1m0 Kiengecak dan mangzreks rasksh, membus dan fr—
mereer uniosn dospad, meledo am
IS e oeo 1m0 Wisagecak dan mangzreks ran bahas sads rasks®, membur das f—
mererusiosn dispasid, mengamis barkas
kimagecak dsn mangzreks iriaran bahn s rasish, membur das
JLEAT 1 {2002 DE-D0 1700 Wka
A ‘I m e unionn dispoid, melsdouen nosaning barkas, men ganiar berion

HAF THKGGAL URBIAK TUGHKS FETLRAKGAK
maln LT
Ksagecek dan mengsreks triaran bahoa g raskaf, memburi daa
SNk LPDR00S  Dl-0D 1700 Wa
e 'I merer unsn disposid, mebdouksn nosaning barkay, men ganisr Berkcn
himagecak den mengzreks trisran bahas zacds rastsh, membust d
range. T
TN la.-m.z:-:,l —— 1rm e usicsn dispasi, melskuican sosniag barkas, menganisr beron V=
LA Wiy oeo 1m0 Wisagecat dan mangzreks trisran bahas zacs rascsh, membur d f—
e usicsn disposid, melskuican sosning barkay
TR myoyacas| oa-o 1700 kieagecek den mengzreks trisran bahans zads rasos’, membust da e
merer unosn disposid, mengamis barkag
kisagecak dsn mangzreks rasish, membar des
range. . T
AT .?I_lN-,!ZE;I e 1w meree unioen dospoud, re e ax, e ganiar berion e
WAETU
HAFL THHGGAL URMAN TUGHS FETCRAKGAR
maln on b
Wisagecak dan mangzreks ran bahan o rasks, membur das
1ange. . T
T B z:"-"1 - L= m e unionn dispoid, melsdouen nosaning barkas, men ganiar berion i
kisagecak dsn mangzreks rasish, membar des
range. . T
TLIELN n'lm'zx'l e 1w e wionn dispoi, re ek sy, menganiar beriom e
kisagecek dan mengzreks raskaf, memburi daa
LI J2003% OE-DD 1700 a
= ‘I m ereer usionn disposi, rrelakl Ay, rmen ganiar berkan
TR myacas| e T kisagecek dan mengzreks raskaf, memburi daa e
mererusionn disposis, melskuzen sosaning barksy, mengariar baron
T AT .i‘B_IIM-,'EIu:‘I Dl-0D 1700 |UEUR RASIIRAL HARI RETS IDUL FITR
I CAIITO
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WAETU
H#F THHGGAL URBAK TUGKS FETLREAKGANR
| mudai | astesm
LELUR KASKIKAL HARI RAYE IDLIL FITE]
LELUR KASKIKAL HARI RAYE IDLIL FITE]
LELUR KASKIKAL HARI RAYE IDLIL FITE]
LELUR KASKIKAL HARI RAYE IDLIL FITE]
LELUR KASKIKAL HARI RAYE IDLIL FITE]
WAETU
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Appendices 3. Nilai Mentor

© Hak Cipta milik Politeknik Negeri Jakarta
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
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Appendices 4 Hasil Terjemahan

Norror 8/ 012004 Januan 2004
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