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CHAPTER I 

INTRODUCTION 

1.1 Background 

The Internship Program, also known as Field Work Practice (PKL), constitutes an 

implementation of theory and practice enabling students to apply their capabilities 

within a professional work environment. This program is specifically designed to 

bridge the gap between academia and the continuously evolving industrial world. 

Throughout the internship period, students are encouraged to adapt to the corporate 

culture, sharpen their professional ethics, and develop problem solving skills. 

Furthermore, this program provides an invaluable opportunity for students to 

integrate the theoretical knowledge acquired during their studies into the workforce 

professionally. 

In recent years, the development of the business and industrial sectors in Indonesia 

has encouraged companies to consistently enhance the quality of their operational 

management, particularly in the field of Human Resources. The Human Resources 

division currently functions not merely as an administrative manager but has 

evolved into a primary pillar of the company in ensuring the welfare of every 

employee. Consequently, this transformation directly impacts the professional 

management of employment documentation. One of the fundamental documents 

serving as the foundation of employment relations within a company is the Fixed 

Term Employment Contract, which legally binds the rights, obligations, and mutual 

agreements between the company and the employee. 

In alignment with the growing demands for business and operational 

communication in large scale enterprises, the completeness of clear and 

standardized administrative documentation has become an essential component. An 

accurately written employment agreement is the key to establishing transparency 

and trust within the work environment. Given the highly formal and legally binding 

nature of this document, the precise articulation of its provisions is an absolute 

necessity to avoid any ambiguity or legal disputes in the future. Therefore, a 
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profound understanding of legal texts represents a fundamental necessity to ensure 

that recruitment and employment administration processes operate effectively. 

PT Ciomas Adisatwa, as a company operating in the manufacturing sector, manages 

a substantial volume of employee administration within the Human Resources and 

General Affairs department, specifically in the Human Resources Administration 

section. During the internship period, it was observed that the Fixed Term 

Employment Contract document utilized in the company is written in reasonably 

good Indonesian. As a language student specializing in linguistic studies, this 

condition was seen as an opportunity to test competence by translating the legal 

document into English. Translating the Fixed Term Employment Contract serves 

as a relevant initiative, considering that legal employment documents require a high 

level of translation precision. 

This necessity positions translation as a viable solution and a practical 

implementation. Newmark (1988) asserts that translation serves as a connective 

medium enabling the transfer of ideas, knowledge, and values from one party to 

another, whereas Catford (1965) defines translation as the process of replacing 

textual elements from the source language to the target language using meaning 

appropriate equivalents. In the context of employment law, translation extends 

beyond mere language switching; rather, it is a process of ensuring that the 

conveyed legal message remains accurate, unambiguous, and compliant with the 

applicable legal context. To achieve a high quality translation result, a systematic 

approach through the application of translation techniques is required. According 

to Molina and Albir (2002), translation techniques refer to the procedures applied 

to specific parts within a text to achieve equivalence between the source language 

and the target language. 

During the internship period, the placement was in the Human Resources 

Administration section under the Human Resources and General Affairs department 

at PT Ciomas Adisatwa. The responsibilities involved supporting Human 

Resources operations, specifically managing interview scheduling, arranging 
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contract signings, and facilitating employee onboarding, alongside handling data 

administration and preparing the Fixed Term Employment Contract files. These 

duties demanded high precision, a comprehensive understanding of labor law 

terminology, and the capability to handle confidential documents. This experience 

aligns with the academic background as a student of the English for Business and 

Professional Communication Study Program within the Department of Business 

Administration, where course materials such as translation theory and techniques 

were highly beneficial in translating the Fixed Term Employment Contract 

document. Therefore, this report is compiled to describe the application of 

translation techniques to the Fixed Term Employment Contract document at PT 

Ciomas Adisatwa as a form of implementation of linguistic science in the 

professional workforce. 

1.2 Scopes of Activities  

During the internship period, activities were carried out at PT Ciomas Adisatwa 

with placement in the Human Resources Administration section of the Human 

Resources and General Affairs department. Broadly speaking, the scope of daily 

activities carried out includes: 

a) Contacting candidates and arranging interview schedules. 

b) Verifying the completeness of required documents submitted by applicants. 

c) Inputting and updating candidate or employee data within the Excel 

database. 

d) Preparing recruitment administrative files, including coordinating schedules 

for signing the Fixed Term Employment Contract. 

e) Archiving, scanning, and organizing Human Resources documents, as well 

as compiling data regarding employee attendance, leave, and tardiness. 

f) Preparing supporting data for payroll purposes, excluding salary 

calculations. 

g) Constructing various administrative letters, such as employment 

verification letters and internship certificates. 
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h) Generating Payment Instructions within the SAP system for fund 

disbursement requests, such as meal allowances for internship students. 

1.3 Duration and Place of Internship Activity 

a. Duration 

The Internship Program was carried out for five months, starting from January 05 

to June 05. All activities were carried out following the operational hours and work 

policies applicable in the company. 

b. Place of Internship 

This Internship Program was carried out at PT Ciomas Adisatwa with the following 

details: 

Institution Name : PT Ciomas Adisatwa 

Departement   : HRGA (Human Resources and General Affairs) 

Address   : Jalan Raya parung Kp Jampang, RT. 002, RW.005 Desa 

Jampang , Kecamatan Kemang, Kabupaten Bogor, Provinsi Jawa Barat. 

1.4 Objectives and Benefits 

1.4.1 Objectives 

The objectives of this internship activity are as follows: 

1. To describe the translation process of the Fixed Term Employment Contract 

from Indonesian to English at PT Ciomas Adisatwa. 

2. To identify the translation techniques applied in the translation of the 

employment legal document. 

3. To produce an accurate English translation draft of the Fixed Term 

Employment Contract document that is in accordance with business 

communication and labor law standards. 
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1.4.2 Benefits 

The benefits obtained from this internship activity are as follows: 

1. For students, this activity becomes a forum for the direct application of 

translation and business communication knowledge in translating legal 

documents in a professional work environment. 

2. For the company, the translation of this Fixed Term Employment Contract 

document can be used as a reference or additional archive if in the future a 

bilingual employment contract draft is needed. 

3. For the study program, this report becomes a real reference regarding the 

application of legal document translation knowledge in the agribusiness and 

poultry industry. 

4. For general readers, this report provides an overview of the level of accuracy 

and the role of translation techniques in handling corporate employment 

documents. 

 

 

 

 

 

 

 



 

26 
 

CHAPTER IV 

CLOSING 

4.1 Conclusion 

The Internship Program conducted at PT Ciomas Adisatwa within the Human 

Resources Administration section of the Human Resources and General Affairs 

department has provided exceptionally comprehensive professional insights and 

experiences. Over a period of five months, active involvement was directly 

undertaken in various personnel operational tasks. Invaluable experiences were 

acquired ranging from the stages of contacting candidates, arranging interview 

schedules, preparing documents for contract signings, to facilitating the initial 

onboarding phases for new employees. Through these daily assignments, a 

profound understanding regarding the workflow and business communication 

regulations within the large scale manufacturing industry was exceptionally well 

mastered. 

In addition to administrative expertise, this internship activity also served as a 

platform for the direct application of linguistic science. This application was 

actualized through the translation project of the Fixed Term Employment Contract 

document from Indonesian into English. A profound understanding regarding the 

legal language register was successfully applied utilizing five specific translation 

techniques, which are as follows: established equivalent, literal translation, 

transposition, generalization, and borrowing, to ensure that the legal validity of the 

document remains entirely intact. 

Furthermore, beyond primary technical skills, the execution of this internship 

simultaneously cultivated highly critical supporting skills. Time management 

capabilities were significantly honed through efforts to balance the heavy 

operational workload of the division with the analytical process and the compilation 

of academic reports possessing strict deadlines. The experience of handling 

confidential documents within this dynamic work environment serves as substantial 
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preparation for entering the professional workforce as a Business Administration 

graduate. 

4.2 Recommendations 

Based upon the experiences and observations acquired while executing the 

internship program within a dynamic corporate environment, several 

recommendations are presented which are expected to provide substantial benefits. 

For prospective students who will execute the internship program in the future, it is 

highly recommended to undertake mental preparation alongside managerial skills. 

In addition to enriching vocabulary concerning labor law and business 

administration terminologies, work adaptation and time management capabilities 

must be optimally trained. The corporate operational dynamics demand rapid task 

completion. Therefore, the ability to determine priority scales is highly necessitated 

so that obligations at the internship placement and the compilation of the academic 

report can proceed simultaneously with maximal quality. 

For PT Ciomas Adisatwa, the mutually supportive and communicative work 

climate within the Human Resources and General Affairs department is already 

exceptional and warrants preservation, as it significantly facilitates the adaptation 

process for internship participants. In relation to official document administration, 

it is recommended that the company initiates the documentation and compilation of 

a bilingual glossary specifically for internal operations. The availability of a 

centralized terminology guide will not merely simplify daily administrative duties. 

This guide will also significantly assist in maintaining consistency, precision, and 

professional conduct whenever the company encounters the necessity to draft 

contract documents for clients, partners, or foreign workforce personnel in the 

future. 
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