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RINGKASAN  

Sistem Penyimpanan Arsip Aktif di Departemen Human Resource PT 

Sekawan Bhakti Intiland (Java Paragon Hotel And Residence) Surabaya; 

Anastasia Evita   Kristanti; 4105016010; 2020; Fakultas Vokasi Universitas 

Katolik Widya Mandala Surabaya. 

 

Laporan Tugas Akhir  ini berisi pengamatan terhadap sistem Penyimpanan  Arsip 

Aktif di PT Sekawan Bhakti Intiland di divisi  Human Resource. Selain itu akan 

dibahas pula pemanfaatan dan penggunaan sistem itu sendiri di  PT Sekawan 

Bhakti Intiland. Pengamatan ini dilakukan selama penulis melaksanakan Praktik 

Kerja Lapangan  di PT Sekawan Bhakti Intiland sebagai petugas administrasi. 

Sebagai seorang petugas administrasi, menjaga kerapian arsip merupakan tugas 

sehari-hari yang harus dilakukan untuk menjaga setiap arsip selalu terlihat rapi 

apalagi ada juga beberapa arsip yang bersifat rahasia. Mengingat teknologi 

semakin maju pesat pada zaman sekarang maka sistem penyimpanan arsip di PT 

Sekawan Bhakti Intiland hanya melakukan penyimpanan secara manual dan 

digital meskipun penyimpanan secara digital hanya berisikan data-data karyawan 

saja tanpa ada berkas aslinya yang mereka beri nama HRIS (Human Resource 

System). Untuk penyimpanan manual sendiri mereka menyimpan di map odner 

yang berada di lemari arsip dan filing cabinet yang disimpan dengan sistem subjek 

dan diurutkan sesuai urutan huruf. 

 

Kata Kunci: Arsip, Sistem Penyimpanan, Administrasi, Filing cabinet, HRIS 

(Human Resource System) 
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SUMMARY 

 

Active Archives Storage System in the Human Resource Department of PT 

Sekawan Bhakti Intiland (Java Paragon Hotel And Residence) Surabaya; 

Anastasia Evita Kristanti; 4105016010; 2020; Vocational Faculty of Widya 

Mandala Catholic University, Surabaya. 

 

This Final Project Report contains observations of the Active Archive Storage 

system at PT Sekawan Bhakti Intiland in the Human Resource division. In 

addition, PT Sekawan Bhakti Intiland will also discuss the use and use of the 

system itself. This observation was made as long as the author carried out the 

Field Work Practices at PT Sekawan Bhakti Intiland as an administration officer. 

As administration officer, maintaining the neatness of archives is a daily task that 

must be done to keep each archive always looking neat, especially since there are 

also some archives that are confidential. Considering that technology is advancing 

rapidly today, the archive storage system at PT Sekawan Bhakti Intiland only 

stores manually and digitally even though digital storage only contains employee 

data without an original file which they named HRIS (Human Resource System). 

For their own manual storage is stored in odner folders located in filing cabinets 

and filing cabinets which are stored under the subject system and sorted according 

to letter order. 

 

Keywords: Archives, Storage Systems, Administration, Filing Cabinet, HRIS 

(Human Resource System)
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