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PREFACE 

 

Praise and gratitude are offered to God Almighty for His grace and blessings, which 

have enabled the completion of this Internship Report. This report was prepared as 
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Sports of the Republic of Indonesia. The writer would like to express sincere 

gratitude to all parties who have provided support and guidance throughout the 

internship period and the preparation of this report. 

1. Ms. Farizka Humolungo, S.Pd., M.A., Head of English for Business and 

Professional Communication Study Program, Politeknik Negeri Jakarta. 

2. Dewi Kurniawati, M.Pd., Academic Supervisor, for his guidance, valuable 

feedback, and encouragement throughout the preparation of this internship 

report. 

3. Dr. Andi Rahman, S.Pd., M.P., M.Si., Company Supervisor, for providing 

the opportunity, guidance, valuable experience, and meaningful learning 

throughout the internship program at the Ministry of Youth and Sports of 

the Republic of Indonesia. 

4. The writer’s parents, who continuously provided support, prayers, 

motivation, as well as moral and financial assistance throughout the 

internship program and the preparation of this report. 

 

The writer hopes that this Internship Report will be of benefit to its readers and 

serve as a reference for students who will undertake similar activities in the future. 

 

Depok, 12 June 2026 

 

Alif Fathir Raja Rajendra 
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CHAPTER 1 

INTRODUCTION 

 

1.1 Background 

The Internship is one of the compulsory courses for students of the English for 

Business and Professional Communication Study Program (Bispro) at Politeknik 

Negeri Jakarta, which aims to provide students with real work experience and to 

enhance their competencies in line with the demands of the professional world. 

Through this program, students are expected to apply the knowledge gained during 

their studies directly in a professional work environment. 

In the era of globalization, international relations are no longer conducted solely 

through formal diplomatic channels between states, but also through people-to-

people and youth diplomacy. International youth programs have become one of the 

important means of building bilateral relations, strengthening cultural exchange, 

and enhancing the capacity of Indonesia's young generation to compete at the global 

level. 

The Ministry of Youth and Sports of the Republic of Indonesia (Kemenpora RI), 

particularly the Deputy for Global Youth Development, plays an important role in 

the implementation of various international cooperation programs, youth 

exchanges, youth diplomacy, and the development of Indonesian youth capacity at 

the global level. In the implementation of these programs, administrative support 

and international communication constitute an essential part that underpins the 

smooth coordination between institutions, the drafting of cooperation documents, 

the implementation of international activities, and communication with foreign 

partners. 

During the internship at the Deputy for Global Youth Development, the writer was 

involved in various administrative and international communication activities, such 

as assisting in the coordination with several embassies of partner countries, 
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supporting the drafting of official memoranda and preliminary Memoranda of 

Understanding (MoU) for bilateral cooperation, accompanying leadership 

meetings, assisting in the implementation of international activities, and translating 

several official documents related to international cooperation. 

In addition, the writer also gained experience in cross-cultural communication and 

the use of professional English in a government work environment, including 

assisting in the interpretation process when required during coordination with 

international stakeholders. This experience provided an understanding that 

administration is not merely concerned with document management but also 

constitutes an important part in supporting youth diplomacy and international 

cooperative relations. 

Through involvement in the process of drafting official memoranda during the 

internship, the writer gained an understanding of the importance of accuracy, 

precision of information, and adherence to official correspondence procedures in a 

government work environment. The drafting of official memoranda represents one 

form of administrative support that plays a role in facilitating smooth coordination, 

the delivery of information, and the implementation of programs within the Deputy 

for Global Youth Development, Ministry of Youth and Sports of the Republic of 

Indonesia. Therefore, this report was prepared to describe the writer's role in 

supporting the drafting process of official memoranda as part of administrative 

activities during the internship 

 

1.2 Scope of Activities 

The internship activities at the Deputy for Global Youth Development encompassed 

office administration, organizational communication, and support for the 

international youth exchange programs. The activities are as follows: 

1) Assisting in the archiving and management of administrative documents 

related to international youth programs; 

2) Assisting in the drafting of correspondence and activity administration; 
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3) Coordinating internal and external communication regarding program 

implementation; 

4) Assisting in the management of participant data for international youth 

exchange programs; 

5) Assisting in the preparation of international youth program activities and 

meetings; 

6) Conducting documentation of activities and program report administration; 

7) Assisting in the implementation of activities related to international youth 

cooperation and diplomacy. 

 

These activities provided direct experience in government administration systems, 

organizational communication, and the management of international youth 

programs. 

 

1.3 Time and Place of Activities 

The internship was carried out at: 

Institution : Kementerian Pemuda dan Olahraga Republik Indonesia 

Work Unit : Deputi Bidang Pengembangan Kepemudaan Global 

Period : 9 Maret - 9 Juli 2026 

Working Hours : Senin – Jumat (08.00 - 16.00)  

Address : Gedung Kemenpora RI, Jalan Gerbang Pemuda No. 3, Senayan, 

   Jakarta Pusat 

 

1.4 Aims and Benefits 

In relation to the internship carried out with a focus on administrative support 

through the drafting of official memoranda, this activity has several aims and 

benefits that are expected to be of value to both the writer and the relevant parties 

1.4.1 Aims 

The aims of this internship (PKL) activities are as follows: 
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a. To apply the knowledge of business communication and administration in a 

government work environment; 

b. To understand the work system and administration at the Deputy for Global 

Youth Development; 

c. To develop skills in administration, document management, and 

professional communication; 

d. To understand the implementation process of international youth exchange 

programs; 

e. To enhance work coordination skills and professional responsibility. 

 

1.4.2 Benefits 

The benefits of this internship (PKL) activities are as follows: 

a. To gain direct work experience within the Ministry of Youth and Sports of 

the Republic of Indonesia; 

b. To improve administration and organizational communication skills; 

c. To understand the management process of international youth programs and 

youth diplomacy; 

d. mengembangkan kemampuan kerja sama tim, profesionalisme, dan 

tanggung jawab kerja; 

e. menambah wawasan mengenai peran pemerintah dalam pengembangan 

pemuda di tingkat internasional.
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CHAPTER IV 

CLOSING 

 

4.1 Summary 

The internship program conducted at the Ministry of Youth and Sports of the 

Republic of Indonesia, particularly at the Deputy for Global Youth Development, 

provided the writer with practical work experience in understanding the 

implementation of government administration, especially in the process of 

preparing official memoranda as a means of formal communication between work 

units and related institutions. 

Through involvement in the preparation of official memoranda, the writer gained 

an understanding of the importance of accuracy, information reliability, and 

compliance with the applicable official correspondence guidelines. The process of 

preparing official memoranda involved not only document drafting but also data 

collection, information needs analysis, coordination with various parties, document 

review, and finalization before being used as an official communication tool 

Furthermore, the use of the Integrated Dynamic Archival Information System 

(SRIKANDI) provided the writer with valuable experience in understanding the 

application of information technology in government administration. Through this 

system, correspondence and document archiving processes could be carried out 

more effectively, systematically, and in a well-documented manner 

The internship program also provided an opportunity for the writer to apply the 

knowledge acquired during academic studies, particularly in the fields of business 

communication, office administration, document management, and organizational 

communication. This experience further enhanced the writer’s ability to work 

professionally, responsibly, and adapt effectively to the government work 

environment. 
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Overall, the internship program at the Deputy for Global Youth Development 

provided the writer with a deeper understanding of the role of administrative 

support in the preparation of official memoranda as an essential component in 

supporting organizational communication, coordination, and the implementation of 

government duties. 

 

4.2 Recommendations 

Based on the experience gained during the internship program, the writer would 

like to propose several recommendations for consideration by the relevant parties. 

1) For the Ministry of Youth and Sports of the Republic of Indonesia  

The institution is expected to continue maintaining its guidance and 

mentoring system for internship students to ensure that the learning process 

within the workplace can be carried out optimally. In addition, further 

improvement of the digitalization system for administrative processes and 

the management of international cooperation documents may help enhance 

work effectiveness, improve coordination efficiency, and accelerate the 

distribution of information among departments and relevant stakeholders. 

2) For the Study Program 

The study program is expected to continue strengthening learning activities 

related to business communication, office administration, organizational 

communication, formal document translation, and intercultural 

communication to better prepare students before entering professional 

workplaces and government institutions. Furthermore, increasing 

opportunities for students to practice professional English in international 

work contexts is also important to support their readiness in addressing 

global communication needs and international cooperation activities. 

3) For Students 

Students who will undertake an internship program are expected to prepare 

and develop their professional communication skills, document 

administration abilities, office application skills, and adaptability to 
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government and professional work environments. In addition, interpersonal 

communication skills, administrative accuracy, time management, and 

professional English proficiency should be continuously improved, as these 

competencies play an important role in supporting work coordination and 

communication with various stakeholders at both national and international 

levels. 
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Appendix. 2 Logbook of Internship Activities 
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Appendix. 3 Logbook PNJ Supervision 
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Appendix. 4 Industrial Evaluation Form 
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