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​CHAPTER I​
​INTRODUCTION​

​1.1 Background​

​Higher​​education​​does​​not​​only​​focus​​on​​mastering​​theory​​but​​also​​emphasizes​​the​

​importance​​of​​practical​​experience​​in​​the​​workplace.​​Internship​​Program​ ​serves​​as​

​a​​means​​for​​students​​to​​apply​​the​​knowledge​​and​​skills​​learned​​during​​their​​studies​

​to​ ​real-world​ ​professional​ ​situations.​ ​The​ ​Politeknik​ ​Negeri​ ​Jakarta​ ​(PNJ),​ ​as​ ​a​

​vocational​ ​higher​ ​education​ ​institution,​ ​mandates​ ​Internship​ ​Program​ ​as​ ​part​ ​of​

​the​ ​curriculum​​so​​that​​students​​can​​develop​​both​​technical​​competencies​​and​​soft​

​skills,​ ​particularly​ ​in​​understanding​​various​​types​​of​​official​​texts​​and​​documents​

​as​ ​well​ ​as​ ​professional​ ​communication​ ​skills​ ​in​ ​the​​English​​for​​Professional​​and​

​Business Communication (Bispro) Study Program.​

​As​​a​​Bispro​​student,​​the​​author​​conducted​​their​​Internship​​Program​​at​​the​​Ministry​

​of​ ​Communication​ ​and​ ​Digital​ ​Affairs​ ​within​ ​the​ ​International​ ​Affairs​ ​Centre​

​(PUSKI)​ ​unit,​ ​specifically​ ​the​ ​Economic,​ ​Information,​ ​and​ ​Postal​ ​Cooperation​

​Team.​ ​This​ ​unit​ ​plays​ ​a​ ​role​ ​in​ ​coordinating​ ​and​ ​facilitating​ ​international​

​institutional​ ​relations,​ ​whether​ ​bilateral,​ ​regional,​ ​or​ ​multilateral.​ ​In​ ​practice,​

​PUSKI​​serves​​as​​a​​gateway​​for​​official​​correspondence​​from​​various​​international​

​forums,​​which​​is​​then​​processed​​and​​forwarded​​to​​relevant​​ministries​​or​​agencies​

​in Indonesia.​

​Most​ ​of​ ​the​ ​coordinated​ ​cooperation​ ​activities​ ​relate​ ​to​ ​regional​ ​forums​ ​such​ ​as​

​the​ ​Association​ ​of​ ​Southeast​ ​Asian​ ​Nations​ ​(ASEAN),​ ​particularly​ ​on​ ​issues​ ​of​

​communication,​ ​digital​ ​transformation,​ ​and​ ​postal​ ​services.​ ​In​ ​this​ ​context,​

​language​​usage​​is​​a​​crucial​​aspect.​​The​​drafting​​of​​memos,​​official​​letters,​​meeting​

​minutes,​ ​the​ ​translation​​of​​cooperation​​documents,​​and​​the​​preparation​​of​​talking​

​points​​require​​precise​​word​​choice,​​an​​understanding​​of​​technical​​terminology,​​and​

​the​ ​ability​ ​to​ ​convey​ ​information​ ​formally​ ​and​ ​systematically.​ ​Therefore,​ ​the​

​internship​ ​at​ ​this​ ​unit​ ​provided​​the​​author​​with​​an​​opportunity​​to​​apply​​language​
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​competencies​ ​in​ ​support​ ​of​ ​international​ ​cooperation​ ​within​ ​the​ ​government​

​sector.​

​Based​ ​on​ ​that,​ ​this​ ​report​ ​is​ ​prepared​ ​to​ ​describe​ ​the​ ​author’s​​experience​​during​

​the​ ​internship​ ​at​ ​the​​Ministry​​of​​Communication​​and​​Digital​​Affairs,​​specifically​

​at​ ​the​ ​International​ ​Affairs​ ​Centre.​ ​This​ ​report​ ​outlines​ ​the​ ​scope​ ​of​ ​tasks​

​performed,​ ​skills​ ​developed,​ ​and​​experiences​​in​​applying​​written​​communication​

​through​ ​the​ ​process​ ​of​ ​drafting​ ​official​ ​memorandums​ ​as​ ​one​ ​form​ ​of​

​administrative document within the government sector.​

​1.2 Scope of Activities​

​The​ ​internship​ ​was​ ​conducted​ ​at​ ​the​ ​Ministry​ ​of​ ​Communication​ ​and​ ​Digital​

​Affairs​ ​for​ ​16​ ​weeks,​ ​at​ ​the​ ​International​ ​Affairs​ ​Centre​ ​(PUSKI)​ ​within​ ​the​

​Economic,​ ​Information,​ ​and​ ​Postal​ ​Cooperation​ ​Team.​ ​During​ ​the​ ​internship,​

​tasks​ ​focused​ ​on​ ​drafting​ ​official​ ​memos​ ​and​ ​letters​ ​as​ ​forms​ ​of​ ​administrative​

​communication​ ​within​ ​the​ ​government​ ​sector,​ ​for​ ​both​ ​internal​ ​and​ ​external​

​purposes.​ ​Additionally,​ ​the​ ​author​ ​was​ ​involved​ ​in​ ​translating​ ​international​

​cooperation​​documents​​from​​English​​to​​Indonesian​​and​​vice​​versa.​​The​​author​​was​

​also​ ​involved​ ​in​ ​various​ ​meetings​ ​discussing​ ​cooperation​ ​issues​ ​in​ ​the​ ​fields​ ​of​

​digital​​economy,​​information,​​and​​postal​​services,​​including​​forums​​related​​to​​the​

​Association​​of​​Southeast​​Asian​​Nations​​(ASEAN),​​with​​responsibilities​​including​

​taking​ ​meeting​ ​minutes,​ ​drafting​ ​talking​ ​points​ ​for​ ​leadership,​ ​assisting​ ​in​ ​the​

​conduct​​of​​meetings​​as​​a​​note-taker​​(asrot),​​and​​preparing​​report​​documents​​such​

​as official memos.​
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​1.3 Time and Location of Implementation​

​The time and place of the internship are as follows:​

​Duration​ ​:​ ​February 19 through June 12, 2026​

​Work​ ​Days​ ​and​

​Hours​

​:​ ​Monday–Friday (9:00 AM–4:00 PM)​

​Company​ ​:​ ​International​ ​Affairs​ ​Centre,​ ​Ministry​ ​of​

​Communication and Digital Affairs (MCDA)​

​Address​ ​:​ ​Jl.​​Medan​​Merdeka​​Barat​​No.​​9​​2,​​RT.​​2/RW.​​3,​

​Gambir,​ ​Gambir​ ​Subdistrict,​ ​Central​ ​Jakarta​

​City, Jakarta Special Capital Region 10110.​

​1.4 Objectives and Functions​

​1.4.1 Objectives​

​The objectives of this report are as follows:​

​a.​ ​To​​describe​​the​​process​​of​​transforming​​the​​results​​of​​an​​English-language​

​meeting​ ​into​ ​an​ ​Indonesia-language​ ​Official​ ​Memorandum​ ​within​ ​the​

​Ministry of Communication and Digital Affairs.​

​b.​ ​To​ ​identify​ ​the​​stages​​in​​the​​preparation​​of​​an​​Official​​Memorandum​​as​​a​

​form of official written communication within a government sector.​

​c.​ ​To​ ​analyze​ ​the​ ​role​ ​of​ ​meeting​ ​minutes​ ​as​ ​a​​source​​of​​information​​in​​the​

​preparation of official memos.​

​d.​ ​To​ ​examine​ ​the​ ​application​ ​of​ ​cross-linguistic​ ​communication​ ​in​ ​the​

​process of drafting administrative documents.​

​e.​ ​To​ ​explain​ ​the​ ​challenges​ ​faced​ ​and​ ​the​ ​efforts​ ​made​ ​in​ ​the​ ​process​ ​of​

​drafting official memos.​
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​1.4.2 Benefits​

​It is hoped that this report will provide the following benefits:​

​a.​ ​Providing​​an​​understanding​​of​​the​​process​​of​​drafting​​official​​memos​​as​​a​

​form of written communication within the government.​

​b.​ ​To​ ​serve​ ​as​ ​a​ ​reference​ ​for​ ​students​ ​in​ ​understanding​ ​administrative​

​communication​ ​practices,​ ​particularly​ ​in​ ​converting​​meeting​​minutes​​into​

​official documents.​

​c.​ ​To​ ​provide​ ​an​ ​overview​ ​of​ ​the​ ​application​ ​of​ ​cross-linguistic​

​communication in the professional workplace.​

​d.​ ​To​ ​serve​ ​as​ ​a​ ​resource​ ​for​ ​evaluation​ ​and​ ​learning​ ​regarding​ ​the​

​preparation of official documents in government agencies.​

​e.​ ​To​ ​serve​ ​as​ ​academic​ ​documentation​​describing​​experiences​​and​​learning​

​outcomes during fieldwork.​



​CHAPTER IV​
​CONCLUSION​

​4.1 Conclusion​

​Through​ ​the​ ​internship​ ​placement​ ​at​ ​the​​Ministry​​of​​Communication​​and​​Digital​

​Affairs​ ​(MCDA),​ ​the​ ​author​ ​gained​ ​firsthand​ ​experience​ ​in​ ​understanding​ ​the​

​process​ ​of​ ​written​ ​communication​ ​within​ ​the​ ​government​ ​environment,​

​particularly​ ​in​ ​drafting​ ​Official​ ​Memorandums​ ​as​ ​official​ ​documents.​ ​This​

​experience​ ​provided​ ​a​ ​deeper​ ​understanding​ ​of​ ​how​ ​complex​ ​information​

​conveyed​ ​in​ ​a​ ​foreign​ ​language​ ​can​ ​be​ ​processed​ ​into​ ​systematic,​ ​concise,​ ​and​

​functional administrative documents.​

​The following conclusions can be drawn from this internship:​

​a.​ ​Understanding of the work system within government agencies​

​a.​ ​The​ ​internship​ ​provided​ ​the​ ​author​ ​with​ ​the​ ​opportunity​ ​to​ ​understand​

​workflows,​​internal​​communication​​systems,​​and​​administrative​​processes​

​within government agencies.​

​b.​ ​The​​author​​also​​gained​​a​​real-world​​understanding​​of​​how​​information​​is​

​managed and documented in the form of official documents.​

​b.​ ​Experience in drafting official documents​

​a.​ ​Through​​the​​task​​of​​drafting​​an​​Official​​Memorandum,​​the​​author​​realized​

​that​ ​official​ ​documents​ ​serve​ ​not​ ​only​ ​as​ ​a​ ​medium​ ​for​ ​conveying​

​information but also as a basis for decision-making.​

​b.​ ​In​ ​the​ ​process,​ ​the​ ​author​ ​was​ ​involved​ ​in​ ​processing​ ​information​ ​from​

​meeting​ ​minutes​ ​into​ ​documents​​that​​were​​more​​structured,​​concise,​​and​

​in accordance with ministry standards.​

​c.​ ​Development of communication and information processing skills​

​1)​ ​The​ ​author​ ​developed​ ​the​ ​ability​ ​to​ ​understand​ ​oral​ ​communication,​

​particularly​ ​in​ ​English,​ ​and​ ​to​ ​transform​ ​it​ ​into​ ​formal​ ​written​

​communication.​
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​2)​ ​This​ ​process​ ​also​ ​honed​ ​the​ ​author’s​ ​ability​ ​to​ ​filter,​ ​simplify,​ ​and​

​reorganize information to ensure it is conveyed effectively.​

​d.​ ​Enhancement of professional attitude and work readiness​

​1)​ ​The​​internship​​encouraged​​the​​author​​to​​work​​with​​discipline,​​attention​​to​

​detail, and a sense of responsibility in completing tasks.​

​2)​ ​Additionally,​​this​​experience​​enhances​​the​​author’s​​readiness​​to​​enter​​the​

​workforce, both in terms of skills and work ethic.​

​4.2 Recommendations​

​Based​​on​​the​​experience​​gained​​during​​the​​internship​​placement​​at​​the​​Ministry​​of​

​Communication​ ​and​ ​Digital​ ​Affairs​ ​(MCDA),​ ​the​ ​author​ ​has​ ​identified​ ​several​

​aspects​ ​that​ ​can​ ​be​ ​improved​ ​to​​support​​the​​smooth​​operation​​of​​work​​processes​

​within​ ​the​ ​ministry​ ​and​ ​provide​ ​a​ ​more​ ​optimal​ ​experience​ ​for​​future​​Internship​

​participants.​

​The following are recommendations that may be considered:​

​a.​ ​Improving​ ​initial​ ​orientation​ ​and​ ​providing​ ​a​ ​centralized​ ​reference​

​system​

​The​ ​author​ ​recommends​ ​that​ ​agencies​ ​provide​ ​a​ ​more​ ​comprehensive​

​orientation​ ​at​ ​the​ ​beginning​ ​of​ ​the​ ​internship​ ​period,​ ​particularly​ ​regarding​

​workflows,​​organizational​​structure,​​and​​the​​types​​of​​official​​documents​​used.​

​Additionally,​​a​​centralized​​digital​​archive​​of​​reference​​documents,​​such​​as​​via​

​a​ ​shared​ ​drive,​ ​should​ ​be​ ​provided,​ ​encompassing​ ​various​ ​administrative​

​documents​​like​​official​​memos,​​invitation​​letters,​​activity​​matrices,​​and​​other​

​supporting​ ​documents.​ ​This​ ​will​ ​help​ ​internship​ ​participants​​grasp​​language​

​standards, formats, and writing styles more quickly and systematically.​

​b.​ ​Strengthening support for cross-language communication processes​

​Given​​that​​some​​of​​the​​activities​​involve​​meetings​​and​​documents​​in​​English,​

​the​ ​author​ ​recommends​ ​that​ ​the​​ministry​​continue​​to​​support​​cross-language​

​communication​ ​by​ ​providing​ ​term​ ​references,​ ​internal​ ​glossaries,​ ​or​

​guidelines​ ​for​ ​the​ ​use​ ​of​ ​terms​​commonly​​used​​in​​international​​cooperation.​
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​The​ ​availability​ ​of​ ​such​ ​references​ ​can​ ​help​ ​both​ ​Internship​ ​Program​

​participants​ ​and​ ​staff​ ​understand​ ​technical​ ​terms​ ​more​ ​consistently​ ​and​

​minimize​ ​differences​ ​in​ ​interpretation​ ​when​ ​translating​ ​information​ ​from​

​English into official Indonesian documents.​

​c.​ ​Enhancing Guidance and Feedback​

​The​ ​author​ ​suggests​ ​that​ ​supervisors​ ​provide​ ​more​ ​regular​ ​feedback​ ​on​ ​the​

​work​ ​of​ ​internship​ ​participants,​ ​particularly​ ​regarding​ ​the​ ​use​ ​of​ ​formal​

​language​ ​and​ ​document​ ​drafting.​ ​Consistent​ ​feedback​ ​will​ ​help​ ​participants​

​improve​ ​the​ ​quality​ ​of​ ​their​ ​writing​ ​and​​understand​​the​​ministry’s​​standards​

​for written communication.​

​d.​ ​Optimal use of supporting technology​

​Given​ ​that​ ​the​ ​document​ ​drafting​ ​process​ ​relies​ ​heavily​ ​on​ ​information​

​processing,​ ​the​ ​use​ ​of​ ​technology,​ ​such​ ​as​ ​more​ ​accurate​ ​transcription​

​software​ ​or​ ​digital​ ​document​ ​management​ ​systems​ ​can​ ​help​ ​improve​ ​work​

​efficiency and accuracy.​

​e.​ ​Recommendations for future interns​

​Interns​ ​are​ ​advised​ ​to​ ​develop​ ​their​ ​English​ ​language​ ​skills,​ ​note-taking​

​skills,​ ​and​ ​understanding​ ​of​ ​formal​ ​language​ ​before​ ​the​ ​internship​ ​begins.​

​This​ ​is​ ​important​ ​to​ ​support​ ​the​ ​process​ ​of​ ​processing​ ​and​ ​compiling​

​information into official documents during the internship.​
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​Appendix III: Industry Evaluation Results​
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