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CHAPTER 1

INTRODUCTION

1.1 Background

Internship (Praktik Kerja Lapangan/PKL) is a compulsory course in the English for
Business and Professional Communication (BISPRO) Study Program, Department
of Business Administration, Politeknik Negeri Jakarta. The internship program
aims to provide students with practical work experience as an implementation of
academic competencies in a professional environment. This activity is carried out
in accordance with the academic policy of Politeknik Negeri Jakarta, which requires
students to complete an internship as one of the graduation requirements for
vocational education. Furthermore, the implementation of the internship program
is aligned with the policy of the Ministry of Education and Culture of the Republic
of Indonesia as stipulated in the Regulation of the Minister of Education and Culture
of the Republic of Indonesia Number 3 of 2020 concerning National Standards for
Higher Education, which emphasizes the importance of strengthening industry-
based competencies to improve the.work readiness of vocational higher education
graduates. Through this program, students are_expected to integrate theories of
business communication, translation, administration, and language skills into

professional practices that meet industry needs.

In this regard, the author chose.to.undertake the mternship at PT.Abbott Indonesia
because it is a multinational healthcare company with a well-structured and globally
integrated business operation system. The professional working environment and
the use of both Indonesian and English in business communication were key
considerations, as they are highly relevant to the competencies taught in the
BISPRO Study Program. During the internship in the Purchasing & PPIC (Project

Planning & Inventory Control) Division, the author identified several issues related
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to administrative and linguistic aspects. Some purchasing and project planning
documents required improvements in terms of wording consistency, business
terminology usage, and document formatting to ensure greater clarity and
systematic organization for other departments. In addition, differences in
interpretation occasionally occurred.during interdepartmental coordination due to

the use of technical terms or.writtén instructions that lacked speecificity.

These issues indicate that business communication and language-related aspeets
play a significant role in supporting the company's operational effectiveness:
Purchasing: documents, forecast movement reports, and production planning
documents serve not_only as administrative  records but_also “as_formal
communication tools that influence business decision-making processes.

As part of the internship contribution, the author assisted in proofreading and
editing documents to improve their structure-and compliance with professional
writing standards, ensured consistency in English and Indonesian terminology, and
supported the preparation of production planning documents with clearer and more
systematic structures. The author also acted as a liaison between departments to
ensure that information was communicated accurately:and effectively. Therefore,
the internship at PT Abbott Indonesia served not only as an opportunity to learn
about purchasing systems and production planning processes but also as a platform
for applying business communication and language competencies in supporting the

efficiency and effectiveness of the company's business operations.
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=T © 1.2ScopeofWork
oy o
22 x ©
Py : : o .
258 = The scope of the internship activities at PT Abbott Indonesia focused on
=20 = . e . . . o
g3 : business administration, purchasing, and production planning activities under the
33
g;!"g % Purchasing & PPIC (Project Planning & Inventory.Contrel) Division.
2=
2; % The activities carried out duringthe internship included:
2o =
2 &
) 2
'§ ; g 1. Sorting, proofreading, and editing company documents systematically:
o 9
§ = g. 2. Managing and filing® purchase order documents from manufacturing
=] s [ -
T s & companies as well as local and international suppliers.
35 =
§§ % 3. Assisting in the preparation of the company's production project planning.
== Q
_.E’?, 4 Acting as a proofreader and translator for contractual agreement documents.
=
3 w 5. Assisting in the preparation of product and raw material forecast movements
= 2.
5 § for planning  purposes for up . to two years ahead.
i
£3
82 These activities provided practical experience in purchasing administration,
o
g 2’ production planning, and inventory control processes within the operations of a
o3
g n:’.’ multinational company.
2
4
o
3
73
o<
=)
52 . . .
B 1.3 Time and Location of the Internship
g3
§ §_ e The internship was conducted with the following details:
g Q e Company Name: PT Abbott Indonesia
=~
E’;: e Division: Purchasing & PPIC (Project Planning & Inventory Control)
é’ e Internship Period: February 2, 2026 — May 29, 2026
éﬁ e Working Hours: Monday—Friday, 08:00 AM — 05:00 PM (WIB)
c
§ e Company Address: Jalan Raya Jakarta—Bogor KM 37, Cimanggis,
=1
g Sukamaju, Cilodong District, Depok City, West Java 16415, Indonesia
3
=



1.4 Objectives and Benefits

The objectives of the internship at PT Abbott Indonesia are as follows:
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e To apply business communication and administrative knowledge acquired
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CHAPTER 1V

CONCLUSION AND RECOMMENDATIONS

4.1 Conlusion

The Internship Program conducted at PT Abbott Indonesia in the Purchasing &
PPIC (Project Planning & Imventory Control) Division provided the author with
practical work experience and a deeper understanding of the company's operational
processes, particularly in purchasing administration, production planning, and
inventory control. During the internship period, the author was involved in various
acttvities, including document filing, purchase order sorting for ‘local and
international suppliers, assisting in production.planning; proofreading and
translating contractual documents, and preparing product and raw.material forecast
movement data. Through these activities, the author gained valuable insights into
the importance of administrative accuracy, coordination, and data management in
supporting the company's operational effectiveness.

In addition to gaining knowledge of industrial work processes, the internship also
helped the' author develop professional competencies such as business
communication, teamwork, responsibility, adaptability, and problem-solving skills.
The experience provided an opportunity to apply academic knowledge in a
professional environmentswhile enhancing the author's readiness.torenter the
workforce. Therefore, the internship..program. served..as~a“valuable learning
experience and an important foundation for the author's future professional

development.
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4.2 Recommendations

During the internship at PT Abbott Indonesia, the author realized that
administrative skills, effective communication, and attention to detail are essential
aspects of a professional working environment. The internship experience
highlighted the importance of interdepartmental collaboration, time management,
and responsibility in completing tasks according to company procedures.“To further
improve operational ~efficiency, the company may continue to strengthen
communication channels and document management systems to ensure that
information ¢an be accessed and processed more effectively across departments.

For students who will undertake an internship program in the future, adequate
preparation in both academic knowledge and professional attitude is highly
recommended. Discipline, adaptability, initiative, and a willingness to learn are
important qualities that can contribute to a successful internship experience.
Students are encouraged to actively participate in workplace activities, seek
opportunities to develop new skills, and make the most of the learning experiences
provided by the company. By doing so, they can. gain valuable professional
experience, broaden their understanding of industry practices, and better prepare

themselves for future career opportunities.
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Lampiran 1. Internship Logbook Activity

eydid yeH

eyie)er 1abaN yiujajod yijiw exdid yeH S

KEMENTERIAN PENDIDIKAN TINGGI, SAINS, DAN TEKNOLOGI
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LOG BOOK BIMBINGAN PKL DI PT ABBOTT INDONESIA
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1. Nama Perusahaan/Instansi  : PT ABBOTT INDONESIA

[B]

Alamat : Jalan Raya Jakarta - Bogor KM. 37 Cimanggis, Sukamaju,
Kec. Cilodong, Kota Depok, Jawa Barat 16415, Indonesia
3. Judul Pkl : Pelaksanaan Administrasi dan Peracanaan Produksi pada

Divisi Purchasing & PPIC di PT Abbott Indonesia
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4. Nama Pembimbing : Ade Suryani Sr. Buyer
No. Hari/Tgl Aktivitas yang dilakukan Tanda
tangan
w 1.| Februari 2026 — Mei Pengarsipan dokumen //:A
= 2026
g— 2. Maret 30 - April 21 Penyusunan production planning f)
o 2026 z
3_ 3. April 13-242026 Penyusunan forecast movement ?l
(1] . t
3 4. April 22026 Pemasangan label pada produk siap kirim ?“
c 5 g .
=~ 5.| April 6 - Mei 4 2026 Penataan ulang dokumen dan pembuatan Library A
% purchase order “
{1} -
T 6.| Mei4- Mei 29 2026 |Pemindahan dan penghancuran PO yang berumur diatas
- 10 tah i
5 ahun
- 7. | Mei 11-Mei 29 2026 Translate Master Service Agreement
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Lampiran 2. Internship Evaluation Form

PT ABBOTT INDONESIA
Jalan Raya Jakarta - Bogor KM. 37 Cimanggis, Sukamaju, Kec. Cilodong, Kota Depok,
Abbott
Jawa Barat 16415, Indonesia Phone: +62 21 8751735
HASIL EVALUASI
(Pembimbing Perusahaan/Industri)

Nama Mahasiswa : Muhamad Dimas Pratama

NIM : 2308411060

Judul PK1 : Pelaksanaan Administrasi dan Peracanaan Produksi pada Divisi

Purchasing & PPIC di PT Abbott Indonesia

Nilai Praktik Kerja Lapangan
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Ade Suryani, Sr. Buyer

NIP. 12004474
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Abbott

Depok, 19 Desesmber 2025

No. <75/ Plant/XI1/2025
Lamp
Hal Persetujuan Magang

Dengan hormat,

Lampiran 3. Company Reference Letter

PT ABBOTT INDONESIA
Wisma Pondok Indah 2 Suite 1ooo

J1, Sultan Iskandar Muds Kav. V-TA
Pondok Indah, Jekarta Selstan 12310
INDONESIA

T: +62 21

F; +62 2175

Kepada Yth,

Plant:
JL Raya Jakarta Bogar KM, 37
s, Depok 16415, Jawa Barst

Dr. Wahyudi Utomo, S.50s., M.Si
Wakil Direkrur Bidang Kemahastswaan
Poltek Negeri Jakarta

Menjawab surat Saudara Tertanggal 24 November 2025 Nomor 16630/PL3/PK.01,09/2025, pesihal

Pesmohonan Magang Industn, dengan ini kami benitahukan bahwa nama Ms

1h

siswaz tersebut dibawah i

diterima dan akan ditempatkan di PT. Abbott Indonesia — Pabeik Cimanggis untuk dengan detail sebagas

Benkut;

Periode 2 Februari 2026 sampai 29 Mei 2026

No. | Nama Mahasiswa
(1. Afdivan Fatrah Artandif

Adapun ketentuan-ketentuan selama melal
1. PT. Abbott Indonesta udak me

2. Hasil laporan v
3. Siswa ditharuskan berp
ditetapkan Perusahaa

1ad Dimas Pratama _:?})I'IS»! 11060

> dibuat harus diset

Pembimbing

[NIM _— Dept-HOD
| 2308411063 Purch & PPIC — Mery
T

Ade Suryani

1beri
ui pembimbing

nakan PKPA/PKL/Magang adalah sebagai benkut:

fastltas apapun kecuali makan siang di kantin pabrik
rang kami tentukan

: an, bersepatu, mentaat peraturan dan protokol Keschatan yang
/ pimpinan di bagian yang telah ditentukan

4. Pruktek Kerja dapat diberhentikan sebelum waktunya zpabila terjach pelangparan terhadap
ketentuan / dl:-:plm yang telah ditetapkan Perusabaan.
5. Siswa dilarang membawa mobil dikarenakan terbatasnya area Parkir Pabnk.

6. Ketentuan lainnya akan disamp:

n di tempat praktek kesja

Untuk informasi lebih lanjut dapat menghubungi Devie di nomor telp. 021- 8751735 Ext 101

Atas perhatian dan Kesjasamanya kami ucapkan terima kasth.

Hormat kamui,

) Aubott PT, ABBOTT INDONESIA

Ch -

Rudy Bathara
Sr BHR Manager
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Lampiran 4. Supervision Logbook
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KEMENTERIAN PENDIDIKAN TINGGI SAINS, DAN
TEKNOLOGI POLITEKNIK NEGERI JAKARTA

JURUSAN ADMINISTRASI NIAGA

J1. Prof. DR. G.A. Siwabessy, Kampus UI, Depok 16425
Telp : (021)7270036. Hunting. Fax : (021) 7270034

Laman : hip: www pnjoc id. E-mail : humas@pnj.ac.id
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BUKU PENGHUBUNG/ PEMBIMBING KAMPUS
Nama Mahasiswa : Muhamad Dimas Pratama

NIM 12308411060
Program Studi : Bahasa Inggris untuk Komunikasi Bisnis dan Profesional
Judul Laporan :Pelaksanaan Administrasi & Perencanaan Produksi pada

Divisi Purchasing & PPIC di PT Abbott Indonesia

No. Hari/Tgl Materi Bimbingan Tanda tangan
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