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Peran dan Tugas Divisi Umum di Lia s. Associates; Agustina Dwi Putri; 

4105018026; 2021; Universitas Katolik Widya Mandala Surabaya. 
 

Laporan Tugas Akhir ini mengenai penjabaran peran dan tugas dari divisi umum di 

Lia s. Associates. Peran divisi umum di perusahaan ini adalah sebagai pengelola 

operasional rapat, selain itu juga berperan sebagai pendukung agar kinerja 

perusahaan agar berjalan dengan baik dan menghasilkan performa yang baik. Tugas 

divisi umum di perusahaan ini juga bertanggung jawab atas kegiatan peserta 

magang, menulis notulen rapat, mendokumentasikan seluruh kegiatan rapat serta 

membantu divisi lain. Berbeda dengan divisi umum di perusahaan lain yang 

membawahi unit bidang kerja security, cleaning service, driver, dan lain sebagainya 

di Lia s. Associates divisi umum tidak membawahi unit-unit tersebut. Divisi umum 

di Lia s. Associates memiliki hubungan langsung dengan semua divisi yaitu Divisi 

Branding & Design, Divisi Sosial Media, Divisi Edukasi, dan Divisi Buku, Game, 

App. Karena itu peran dan tugas divisi umum di Lia s. Associates sangat penting. 

Terkait peran dan tugas divisi umum ini penulis menyarankan 2 hal, yang pertama 

sebaiknya minimal ada 1 anggota divisi umum yang menyertai pimpinan untuk 

membuat notulen secara langsung pada saat rapat offline berlangsung. Hal ini 

dilakukan untuk menghindari jika rekaman yang di buat tidak menghasilkan 

rekaman yang maksimal. Kedua, di setiap meeting online sebaiknya divisi umum 

juga membuat notulen rapat secara langsung. Notulen yang dibuat secara langsung 

ini dapat dilengkapi dengan script notulen meeting yang dibuat setelah rapat. 

 

Kata Kunci: Tugas, Peran, Divisi Umum. 
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Roles and Duties of the General Division in Lia s. Associates; Agustina Dwi 

Putri; 4105018026; 2021; Widya Mandala Catholic University Surabaya. 

 

This Final Project Report is about the elaboration of the roles and duties of the 

general division in Lia s. Associates. The role of the general division in this 

company is as the manager of meeting operations, besides that it also acts as a 

support so that the company's performance runs well and produces good 

performance. The general division duties in this company are also responsible for 

internships, writing meeting minutes and helping other divisions. Unlike other 

general divisions, in general the general division oversees several work units in the 

company, such as security, cleaning service, drivers, and so on, while in Lia s. The 

general division associates do not oversee these units. General division in Lia s. 

Associates also have direct relationships with all divisions such as Branding & 

Design Division, Social Media Division, Education Division, and Books, Games, 

App Division. The roles and duties of the general division at Lia s. Associates are 

very important. Regarding the roles and duties of general division, author suggests 

2 things, first, there should be at least 1 member of the general division who 

accompanies the CEO to make notes directly during offline meetings. This is done 

to avoid if the recording that is made does not produce a maximum recording. 

Second, in every meeting, the general division should also make minutes of the 

meeting directly. The minutes that are made directly can be completed with a script 

of meeting minutes that are made after the meeting. 

 

Keywords: Duty, Roles, General Affair 


