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PREFACE 

 

All praise and gratitude are expressed by the writer to God Almighty for His 

blessings and grace, allowing the writer to complete this Report of Internship 

successfully and on time. This Report of Internship is compiled to fulfill one of the 

requirements for obtaining a degree and completing studies in the Study Program 

of English for Business and Professional Communication at Politeknik Negeri 

Jakarta. The writer realizes that without the support, assistance, and guidance from 

various parties, from the time of lectures to the preparation of this report, it would 

have been difficult to complete this Report of Internship. Therefore, the writer 

extends heartfelt thanks to 

1. Dr. Dra. Ina Sukaesih, Dipl. TESOL, M.M., Hum., Head of the English for 

Business and Professional Communication Study Program,  

2. Dr. Drs. Nur Hasyim, M.Si., M.Hum., the supersivor at Politeknik Negeri 

Jakarta, who has generously devoted time, energy, and provided support to 

the writer in the preparation of this report, 

3. Dwi Cahyo Prihadi, the writer’s supervisor and employee at BPJS 

Ketenagakerjaan, who has guided the writer in completing the tasks 

assigned, and 

4. The parents, family, and friends of writer who have provided moral and 

material support. 

 

The writer expects that this Report of Internship could be beneficial in the 

development of knowledge and may God Almighty reward the kindness of all those 

who have contributed to the preparation of this report. 

 

Depok, 16 December 2024 

 

Adisty Wulan Maharani 
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CHAPTER I 

INTRODUCTION 

 

1.1 Background of Internship 

Internship or fieldwork practice is a field-based educational program conducted by 

students to apply the knowledge they have gained during their academic studies. 

The purpose of internship is to sharpen skills by implementing the theories learned 

in class, foster a strong work ethic, build professionalism in line with industry 

standards, and enhance the readiness of internship participants before entering the 

workforce. Additionally, through internship, participants gain valuable benefits 

such as direct experience, increased self-confidence, the development of problem-

solving skills, and the expansion of a professional network that can help them in the 

future. This aligns with the objectives of Politeknik Negeri Jakarta, as a vocational 

higher education institution, to produce graduates who a have strong characters, 

competence, and national characters. Based on the Indonesian Minister of 

Education and Culture's Decree No. 74/P/2021 on the Recognition of Semester 

Credits in the Program of Kampus Merdeka, Politeknik Negeri Jakarta requires 

internship participation for students in their seventh semester. Therefore, this 

Report of Internship is prepared as part of fulfilling this obligation. 

 

The writer carried out the internship at BPJS Ketenagakerjaan, a legal entity owned 

by the state which is responsible for providing labor guarantees and social 

protection for all workers in Indonesia. This institution plays a key role in protecting 

workers' rights by offering various types of social protection programs. The writer 

was assigned to the Finance Division as a recipient of (Memo Permintaan 

Pencairan Anggaran (MPPA)) documents for one month and as a Secretary for 

three months. The writer was interested in conducting the internship in the Finance 

Division of BPJS Ketenagakerjaan for the reason that (i) the institution involved the 

translation of employment terms in the invitation letter for the “Asia Expert 

Roundtable On Unemployment Protection 2024”, (ii) the curiosity about 

correspondence activities within a company, especially those related to work 

programs, finance, guarantees, and insurance, (iii) the institution is a public legal 
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entity owned by the state, and (iv) the writer felt that the translation of employment 

terms had not been deeply explored during writer’s learning activities in the 

campus. Therefore, the position of Secretary was seen as an ideal opportunity to 

fulfill the writer’s interest in these areas. Additionally, the writer was able to 

enhance their understanding and gain deeper experience in administrative activities 

and correspondence. 

 

There is a relevance between the place of the internship chosen and the study field 

pursued by the writer, particularly in the area of communication, which is a central 

focus in the industry. The correlation between communication and the writer's role 

as a Secretary in this internship that the writer must be able to convey documents, 

files, and letters that will be sent or received in a clear and effective language, 

adhering to the proper linguistic standards. In line with the Study Program of 

English for Business and Professional Communication, the writer translated several 

employment terms in the invitation letter of "Asia Expert Roundtable on 

Unemployment Protection 2024" from the International Labour Organization 

(ILO), which was addressed to the Deputy of Finance. Therefore, the administrative 

field, especially the position of Secretary, is an ideal environment for students of 

the Study Program of English for Business and Professional Communication to 

undertake an internship. Through this position, students can expand their 

knowledge and experience, contributing to the development of the nation. 

 

1.2 Scope of Work 

The writer carried out the internship at BPJS Ketenagakerjaan with a system of 

Work from Office (WFO), working directly at the office located in Setiabudi, South 

Jakarta. The internship carried out by the writer included receiving MPPA 

documents, checking and editing the layout of words and sturcture of documents 

and letters, preparing dispositions to the Deputy of Finance, and translating the 

invitation letter of "Asia Expert Roundtable on Unemployment Protection 2024" by 

the ILO. This translation focused on employment terms from English to Indonesian, 

adressed to the Deputy of Finance. In line with the Study Program of English for 

Business and Professional Communication, this report focuses on the translation of 
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employment terms in the invitation letter using techniques of translation proposed 

by Molina and Albir (2002) through the process of translation outlined by Nida and 

Taber (1982). Therefore, the writer has prepared a comprehensive internship report 

on the translation tasks assigned during the internship in the Finance Division of 

BPJS Ketenagakerjaan. 

 

1.3 Duration and Place of Internship 

The writer’s duration and place of internship are as follows:  

• Duration: 07 August - 06 December 2024 

• Institute: Social Security Administrator for Employment (BPJS 

Ketenagakerjaan) 

• Address: Plaza BPJS Ketenagakerjaan, Jl. Setia Budi Utara Raya No.5, 

RT.5/RW.1, Kuningan, Karet Kuningan, Kecamatan Setiabudi, Kota 

Jakarta Selatan, Daerah Khusus Ibukota Jakarta 12940. 

 

1.4 Objectives and Benefits  

Based on the results of the internship that have been carried out, the writer fully 

acknowledges both objectives and benefits obtained from the internship in the 

seventh semester. 

 

1.4.1 Objectives 

The objectives of internship carried out by the writer at BPJS Ketenagakerjaan, 

which are: 

1) Gain knowledge and experience in translating employment terms using 

proper techniques; 

2) Encourage students to apply the knowledge they have gained during lectures 

to the workforce in a realistic manner, which is knowledge related to 

linguistic rules, translation, and professional business communication; 

3) Gain and improve understanding of the workforce through an internship so 

that students could prepare themselves early by adapting to the workforce 

before graduating from university; and 
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4) Develop technical and non-technical knowledge and skills that have been 

possessed in accordance with the field of study, such as administration, 

translation, and communication. 

 

1.4.2 Benefits 

Throughout the internship, the writer obtained various significant benefits, which 

are as follows: 

1) The writer gained knowledge and experience in translating employment 

terms using proper techniques, 

2) The writer gained knowledge related to the rules of language, translation, 

and professional business communicatio, 

3) The writer gained and improved understanding of the workforce through an 

internship at BPJS Ketenagakerjaan by adapting to the workforce before 

graduating, and  

4) The writer developed technical and non-technical knowledge and skills that 

have been possessed in accordance with the field of study, such as 

administration, translation, and communication. 

 

 

 



 
 

23 

CHAPTER IV 

CLOSING 

 

4.1 Conclusions 

Based on the internship that has been carried out, there are several conclusions that 

have been drawn by the writer, which are as follows: 

1) The writer carried out an internship for four months at the Finance Division 

of BPJS Ketenagakerjaan as a recipient of MPPA documents and Secretary. 

The duties performed by the writer during the internship were document 

verification, correspondence, editing, and translating a document from 

English to Bahasa Indonesia. 

2) In line with the writer's Study Program, this internship provided experiences 

and improved knowledge and skills in the field of business translation. The 

writer has translated the employment terms in the invitation letter of “Asia 

Expert Roundtable on Unemployment Protection 2024” by ILO addressed 

to the Deputy of Finance of BPJS Ketenagakerjaan. 

3) In order to complete the translation task, the writer implemented the process 

of translation by Nida and Taber (1982), which are analysis, transfer, and 

restructuring. Meanwhile, the techniques used to translate the employment 

terms in the invitation letter were description, transposition, linguistic 

compression, amplification, established equivalent, and literal translation. 

Furthermore, the most widely used technique is the established equivalent 

among the 45 employment terms in the invitation letter. 

4) This internship was highly beneficial for enhancing the quality of students 

and preparing them for early adaptation before entering the workforce. The 

writer gained numerous advantages, particularly in problem-solving, time 

management, interpersonal communication, work ethics, and the 

development of professional and competent traits..

 

4.2 Suggestions 

After gaining full experience of internship that have been carried out, the writers 

also provide suggestions as follows: 
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1) The Study Program should conduct debriefing, research, and intervene with 

the placement of students' internship in order to ensure that the internship 

remains relevant to the students' competency needs. 

2) Throughout the internship, do not be hesitant, afraid, or shy to ask questions 

and seek guidance from more experienced industry employees at the 

relevant institutions, and utilize the communication as an opportunity to 

expand your professional network to increase your network. 

3) Once students have learned some aspects at the institution, students should 

take notes on these in a personal record to serve as a reference for future 

needs. 
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