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CHAPTER 1
INTRODUCTION

1.1 Background

In the current era of globalization and digitalization, the need for effective
business communication.is_increasingly emphasized, particularly for public
institutions playingra vital role in public services. BPJS Ketenagakerjaan, as a
public service institution administering social security programs for workers, is
required not only to providesadministrative services but also to establish
professional communication with various stakeholders at both, national and
international levels. One key unit supporting this role is the Deputy for
Corporate and Institutional Membership (KSI), by which worker participation
from various corporations..and institutions is‘ managed, involving the
preparation of administrative documents such.as participation reports, official
memos, and socialization materials. These documents are primarily utilized as
business communication tools that must be composed with clear, accurate, and

professional language.

With the expansion of networks and cross-border communication, the
translation of business text documents is deemed essential to ensure messages
remain contextually appropriate and widely. comprehensible. The quality of
translation is recognized to influence the ;success of BPJS Ketenagakerjaan
program socialization at national and international levels. Therefore, translating
business text documents related to corporate and institutional membership is
the primary activity. during fieldwork at this institution. Thus, translation in an
institutional context serves.not.only as a cross-lingual communication tool but

also as a demonstration of organizational professionalism and integrity.

As a student of the English for Business and Professional Communication
(Bispro) program, the Field Work Practice (PKL) at the KSI Deputy provided
an opportunity to directly apply translation theory to various business text

documents, such as brochures for the Indonesian Migrant Worker (PMI) social

Politeknik Negeri Jakarta
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security program, participation reports, and socialization materials, into
English. This activity strengthened professional English skills by emphasizing
information accuracy, terminological consistency, and communication

effectiveness.

Insights into the development-of business communication‘in public institutions,
involving parties ranging from large corporations to government agencies, were
also gained, thereby broadening the understanding of the importance. of cross-
lingual communication for the success of employment social security programs.
Accordingly, this PKL report titled "Translation of Business Text Documents
on Corporate and Institutional Membership at BPJS Ketenagakerjaan" aims to
document translation capabilities for business communication documents in
the context of corporate and institutional membership while comprehending
professional work practices.in public service environments. The knowledge
and experience acquired are expected to.serve as valuable preparation for a

professional career in business communication and translation.

1.2'Scope of Activities

During the PKL implementation at BPJS Ketenagakerjaan KSI Deputy, the
scope of activities carried out includes:

1." official documents, including .brochures, PowerPoint socialization
programs, and presentation materials, were translated from Indonesian
to English;

2. administrative documents such as memos, outgoing letters, and meeting
minutes were prepared;

3. presentation materials.including PowerPoint socialization designs and
infographics related to participation-programs; were created,

4. participation data was managed, such as receipt data input using
Microsoft Excel (Vlookup, Hlookup, Pivot, Average, MIN, MAX, and
String);

Politeknik Negeri Jakarta
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5. participation in internal and external meetings and coordination was

undertaken, supporting documentation and formal communication

needs;

1.3 Time and Place of Implementation
The time and place of implementation of internship ecarried out as follows:

Time of Implementation : 14 July 2025 — 29 December 2025

Place of Implementation : Deputy for Corporate and Institutional

Membership (KSI)

Address : J1. Setia Budi Utara Raya No.5, RT.5/RW.1,
Kuningan, Karet, Kuningan,  Kecamatan
Setiabudi,” Kota Jakarta Selatan, Daerah
Khusus Ibukota Jakarta 12940

Time Allocation 6 Months

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

1.

translating skills from Indonesia to English in business and
professional = communication. . contexts = were developed,
particularly in translating official documents related to corporate
and institutional membership;

creating presentation materialsy designing infographics, and
compiling visual communication content to support BPJS
Ketenagakerjaan program socialization were enhanced,;
communicating formal business practices in..government
environments..were understood, especially-interactions with
corporations, institutions, and external partners;

preparing and managing administrative documents, such as
memos, incoming letters, and minutes of meetings were

comprehended;

Politeknik Negeri Jakarta
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5. additional technical skills, such as data management with

fostered;

2. Benefits for Politeknik Negeri Jakarta Students
1.

providing a real depiction of the English for Business
Communication curriculum application in the workplace

for program evaluation and development;

I
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x
0
N I T
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§ = : = : ; Microsoft Excel for participation administration accuracy, were
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o o =
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— (<] Q x
53253~
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83 5 n§ o 1.4.2 Benefits
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strengthening institutional reputation..and~relationships
through PKL cooperation with BPJS Ketenagakerjaan;
supplying data and experiences as learning materials and
references for other students undertaking PKL;

offering academic and practical references for Bispro

students implementing PKL in similar agencies;

3. Benefit for BPJS Ketenagakerjaan
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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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CHAPTER 1V
CLOSING

4.1 Conclusion

Based on the results of the internship.eonducted over five months at BPJS
Ketenagakerjaan, particularly«in the Corporate and.Institutional Membership
(KSI) unit, substantialsexperiences were gained that support.the.development
of academic and professional competencies in business communication,
especially. thetranslation of socialization materials, participation reports, and
administrative documents requiring meticulous attention, institutional context
understanding, and the ability to select appropriate term. equivalents in
accordance with institutional standards. Placement in the Deputy for KSI unit
provided opportunities to contribute directly to the management of corporate
and institutional membership, as well as.to support the socialization of BPJS
Ketenagakerjaan programs through effective business communication and
accurate translations. These experiences alsorenhanced administrative skills

and data management capabilities for the professional workforce.

During the implementation of the PKL at BPJS Ketenagakerjaan, the
translation process for business text documents was conducted through three
main stages, such as analysis“of the content and context of the business text
documents, accurate transfer from the source language to the target language,
and editing to ensure the translation aligns with the writing style of business
texts in the target language. In addition, several translation methods were
employed, . namely communicative, semantic, faithful, and adaptation
translation. The translation techniques.applied. included literal translation,
established equivalence, amplification, reduction, transposition, modulation,
borrowing, and adaptation, which were selected according to the needs and

characteristics of business document translation at BPJS Ketenagakerjaan.

In practice, several challenges were encountered, such as differences in

translation and language context, limitations of reference sources, and
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adjustments to business text language styles. To overcome these challenges,

several measures were implemented, including analysis and use of previous
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translation documents as primary references, consultations with mentors, and

repeated revisions with proofreading and cross-checking.

4.2 Suggestion
Based on the internship‘implementation results, several recommendations are

offered to BPJS.Ketenagakerjaan, particularly the Deputy for Corporate and
Institutional Membership (KSI), as follows:

1. /Standardized terminology and an official translation glossary for
business text documents should be developed and made accessible to
all employees and intern students. This will accelerate the translation
process, maintain language consistency, and reduce the risk of
misinterpretation in translation and social security policy contexts.

2. Guidelines for document language styles based on target audiences,
such as corporate communitics, government institutions, or the general
public, should be clarified to ensure communicative yet formal and
casily comprehensible language.

3. Work tasks should be enhanced to include learning Excel formulas,
such as VLOOKUP, Pivot, and others, to enable intern students to

manage data more efficiently.
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ATTACHMENT

Attachment 1. Original Certificate from the Company/Industry

' BPJS
Ketenagakerjaan
]
e I 20 10 September 2025
Gimian st DAFTAR NAMA MAHASISWA MAGANG
PENERIMAAN MAGANG SEPTEMBER 2025
Pt UNIT KERJA
Mitra Universitas dan institusi Pendidikan
BPJS Ketenagakerjaan NO NAMA PRODI UNNERSITAS MAGANG
di 1. | Zahwa Nur Administras: Miaga, Program | Politeknik Negeri Deputi Bidang
Tempat Hikmah Studi Bahasa Inggrs Jakarta Kepesertasn
" . —_ o Korporasi dan Instus
Perihal Penerimaan Magang Reguler BPIAMSOSTEK TW 3 > TSiRisa o Komurias Tniversios B Deputl Bidang
Dengan hormat, __{ Handavani Sarana Investasi Langsung
3 | Helmalia Putn Manajemen Universtas Bina Deputi Bidang
pengajuan Sarana Informatika Leaming and
Development
pengaguan 4. | Nasywa Dwi Exonom| Syarish Universitas Deputi Bidang Aseat
Rachman Gunadama dan Sarana
rsebut, melakui surat ini kami membertahukan batwa Prasarana
lah ditenima magang pada TW 3 sesual 5 [ Ardeien Maia |1 WY Universtas Bina Deputi Bidang
N sl MNusantara Aktuaria dan
telah disepakati dalam rens Riset Jamsos
universilas wajib unluk sural pengajuan  perce penyelesan 6. | DamarWahyu | Teknologl Informasi CCIT FTUI Deputi Bidang
dimaksud dan bersedia untuk tidak ditasiitasi pengajuannya dalam kurun waktu & Putra Arsitektur dan
ik, Pengembangan Tl
7. | Dandi Bestan Hukum Benis Universitas Bna Deputi Bidang
Demikian yang dapat kami sampaikan, atas perhatian dan kerja sama yang baik diucapkan Nikahilara Kepeseriaan
tesima kasih Korporas! dan
Institus|
[

Attachment 2. Company Overview

BPJS

Ketenagakerjaan

BPJS Ketenagakerjaan is established as a public legal entity accountable to the
President, with the function of administering social security programs for workers.
In brief, BPJS Ketenagakerjaan is a government-formed program aimed at
providing protection for workers against certain social and economic risks through
a social insurance mechanism. As cited from the brief history of BPJS
Ketenagakerjaan (bpjsketenagakerjaan.go.id, 2025), the institution was preyviously

known as PT Jamsostek (Persero):

Its journey has been extensive, beginning with regulations such as Law No.
33/1947, Law No. 2/1951 on work accidents, several Ministerial Labor Regulations
from 1952-1957, and culminating in Law No. 14/1969 on labor fundamentals.

With evolving regulations and protection needs, Government Regulation No. 33 of

XXXViil
Politeknik Negeri Jakarta



VLA’V
1¥393N
MINYILNOd

e)ieyer Labap yiuyaMjod uizi edue)

I
o
m
=
Q
c
=
T
Q
=
=
Q.
9
=
=
(]
-
o
=
=
o
=
=
[}
T
(]
>
=
>
Q
Q
=
<
Q
=
Q
S
o
e
o
=
]
cL
=
m
=
=,
=
=
[
Q
(]
—_
—
-
=
o
-
-
-]

N
Qoo
B3
9 5
= @
Qe s
35S
=1 =)
i
323
c )
3 c
o= =
9 c
= =~
R
3 =73
3 5
= =
=]
238
T RS
= o
o I
o 5
2 2
S 2=
e b
o 93
(od
s @ P
Q 5
59 o
3 =
238
Y 5
< °
w m
] =]
c & £
S =
c 2
= 25
327
- ]
< <
™ iV
. =
€93
T B E
nes
3. °
o
o 2
o —
3 &
2 5
o
2- o
e
O
=~ 3
S T
e
ke -
c s
5 3
&
-
—
q-
=
~
QO
-*
Q
(=
o
2.
Y
(=
Q
-
w
=
QO
-,
c
3
Q
w
S
Q
=

W@

I
)
=
0
T
=
Q

-
m
x
0
T
-~
8
=
=
v
)
;.
®
x
=,
x
2
D
Q
D
=.
=
9
x
3
q
~*
9

-
=
Q
-
Q
>
Q
3
("]
>
Q
[
=1
T
wn
(1]
o
Q
Q
Q
=)
Q
-
Q
o
wn
o
[
-
<
=
=
Q
-
<
Q
-
<
7
3.
-
Q
>
T
o
3
(1]
>
N
Q
=
-,
[
3
=
Q
=
Q.
o
=
3
]
=
<
)
o
[
-
=
9
=
wn
[
3
-2
o
-

1977 marked the implementation of the Workers' Social Insurance Program

(ASTEK), mandating company participation.

Significant transformation occurred following Law No. 3 of 1992, which
established the JAMSOSTEK Program asbasic_protection for workers and their
families. Subsequently, Law No.40 of 2004 on the National. Soecial Security System
(SJSN) was issued as mandated by the 1945 Constitution for developing social
security for all citizens: The shift to BPJS was enacted through Law No.24 0f 2011,
stipulating that PT Jamsostekatransitioned to BPJS Ketenagakerjaan effective 'l
January 2014. The institution continues to administer. programs including
Employment Injury Security (JKK), Death Security (JKM), Old-Age Security
(JHT), and Pension Security (JP), the latter effcctive sinee 2015. To date, BPJS
Ketenagakerjaan operates hundreds of offices across Indonesia, contributing to

worker welfare and national economic development.

The organizational structure of BPJS Ketenagakerjaan is presented as follows:

Source: www.bpjsketenagakerjaan. go.id/struktur-organisasi. html
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Attachment 3. Other attachments (real work results, photos, or activity
documents)
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Documentation of Internship Activities

ISU PELINDUNGAN | PMI CHEE | PROTECTION ISSUES | INDONESIAN MIGRANT WORKERS (PMI)

e)ieyer Labap Yyiuyaijod uizi edue)

1|} eAie)] ynanjas neje ueibeqas yelueqiadwaw uep uewnwnbusw bueleig 'z
epeyer MabaN yiuyaijod 1efem Huek uebunuaday ueyibniaw yepn uedinbuad °q

‘yejesew hjens ueneful} neje }i31y uesjjnuad ‘uesode] uesjinuad ‘Yyejw|i eA1ey uesinuad ‘ uepduad ‘ueyjipipuad uebupuaday) ynjun efuey uedipnbusd ‘e

Indonesian Presentation Translation Presentation

MASA PELINDUNGAN | PMI TERMO OF COVERAGE | INDONESIAN MIGRANT P
WORKERS )

24+1 Bylan 24+1 months
12+1 Bulan 12+1 months
6+1 Bulan . months 6+1 months

e

Indonesian Presentation Translation Presentation

Documentation of Internship Activities

ui's

Jaquins uexangakuaw uep ueywnjueduaw eduey jui sijn} eAie) yninjas neje ueibeqas diynbuaw Bueae|iq L

undede )ynjuaq wejep

k R

Attending BPJS Ketenagakerjaan Participating'in Friday blessing
meetings with KONI (Jumat Berkah) at the Amanah
Pejompongan Orphanage
x1
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Kapuk TWA
Activity participating in Together
Toward Greatness Accelerating
Universal Coverage Achievement

Volunteering Go Green at Angke
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Attachment 4. Internship Mentoring Form

KEMENTERIAN PENDIDIKAN TINGGI, SAINS, DAN
TEKNOLOGI POLITEKNIK NEGERI JAKARTA
ADMINISTRASI NIAGA
Jalan Prof. Dr. G. A.Siwabessy, Kampus UI, Depok 16425 Telepon (021)7863534,
Fax (021) 7270034, (021) 7270036
Hunting Laman: http://www.pnj.ac.id e-pos: humas@pnj.ac.id

POLITEKNIK
NEGER:
AKART)

INTERNSHIP MENTORING FORM*
(SUPERVISOR OF PNJ)

Title of Internship Report ¢ TRANSLATION OF BUSINESS TEXT DOCUMENTS ON
CORPORATE AND INSTITUTIONAL MEMBERSHIP AT
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BPJS KETENAGAKERJAAN
No. Day/Date Internship Material Signature
© L 01 October 2025 Chapter I %L
5. 2. 16 October 2025 [Revision of Chapter I & Draft Chapter I] %L
a 3. 21 November 2025 Revision of Chnplel:lll & Draft Chapter
ﬁ_’ 4. 02 December 2025 Revision of Chapter IT & Chapter III %
g 3. 09 December 2025 Revision of Chapter III l&t
o 6. 16 December 2025  [Revision of Chapter Il & Draft Chapter M %
1\%
g 7. 17 December 2025 Revision of Chapter IV & Final W
- 3 4
c
o )
Q 10.
T
Q
o] Depok, 17 December 2025
<
=]

Supervisor of PNJ,

Septina Indrayani, S.Pd., M.TESOL.
NIP. 9202016020919810916
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