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MOTO 

 
 

“Tuhanmu tidak meninggalkan kamu dan tidak (pula) membencimu”1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

1 Q.S. Ad-Dhuha 93: Ayat 3 
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RINGKASAN 

 

Tugas Staf Administrasi Divisi Sumber Daya Manusia PT Surabaya Industrial 

Estate Rungkut (SIER); Cindy Meilina Pramesthi; 4105017040; 2022; 

Universitas Katolik Widya Mandala Surabaya. 

 

Laporan Tugas Akhir ini dibuat untuk mengetahui tugas staf administrasi di Divisi 

Sumber Daya Manusia (SDM) PT Surabaya Industrial Estate Rungkut (SIER). 

Penulis melalui Laporan Tugas Akhir ini menjabarkan tugas-tugas staf administrasi 

khususnya di Divisi SDM PT SIER. Divisi SDM PT SIER memiliki ada 4 bagian, 

yaitu Bagian Keselamatan & Kesehatan Kerja (K3), Bagian Kepegawaian, Bagian 

Kesejahteraan, dan Bagian Manajemen Talenta. Tugas staf administrasi adalah 

melakukan administrasi pelayanan publik, mengelola pos elektronik kantor, 

mengelola surat, mengarsip dokumen, memasukkan data, menangani perserta 

magang dan rekruitmen karyawan, dan mengecek alat tulis kantor. Setiap surat 

harus meminta tanda tangan Kepala Divisi SDM sebagai bukti surat tersebut sudah 

mendapatkan izin. Pembaruan sistem di komputer dilakukan secara berkala agar 

tidak menghambat kegiatan staf administrasi. 

 

 

Kata kunci: Tugas Administrasi, Staf Administrasi, Divisi SDM, PT SIER. 
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ABSTRACT 

 
Duties of Administrative Staff of the Human Resources Division at PT 

Surabaya Estate Industrial Rungkut (SIER). Cindy Meilina Pramesthi, 

4105017040. Widya Mandala Surabaya Catholic University. 2022. 

 

This Final Project Report was made to find out the duties of administrative staff in 

the Human Resources Division of PT Surabaya Industrial Estate Rungkut (SIER). 

This Final Project Report describes the duties of the administrative staff, especially 

in the Human Resources Division at PT SIER. The HR Division of PT SIER has 4 

sections, namely the Occupational Safety & Health (K3) section, the personnel 

section, the welfare section, and the talent management section. The administrative 

staff's duties are to administer public services, manage office email, manage letters, 

archive documents, enter data, be responsible for apprenticeship participants and 

employee recruitment, and be responsible for maintaining and calculating office 

stationery. Each letter must ask for the signature of the Head of the HR Division as 

proof that the letter has received permission. System updates on computers are 

carried out periodically so as not to hamper the activities of administrative staff. 

 

 
Keywords: Administrative Tasks, Administrative Staff, HR Division, PT SIER.


