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ABSTRAK

Riftavia Denia Aminudin, Laporan ini disusun berdasarkan pelaksanaan Praktik
Kerja Lapangan (PKL) yang dilakukan di Divisi Health, Safety, and Environment
(HSE) PT. Bakrie Pipe Industries selama periode 03 Februari hingga 30 Mei 2025.
Tujuan magang adalah untuk memahami proses administrasi dokumen HSE, serta
mengidentifikasi kendala dan memberikan viiolusi yang relevan dalam
pengelolaannya. Praktikan terlibat langsung dalam berbagai tugas, seperti
pemisahan aspek K3 dan lingkungan pada dokumen HIERADC, verifikasi dokumen
PAR, rekapitulasi P3K, digitalisasi buku saku HSE, pengelolaan dokumen
sertifikasi melalui e-Filing, serta input data kualitas lingkungan. Temuan utama
menunjukkan adanya permasalahan dalam sistem pengarsipan dokumen yang
belum tertata sistematis, sehingga diperlukan solusi berupa penataan dokumen
berdasarkan kategori dan tahun, digitalisasi arsip, serta standardisasi penamaan file.
Melalui kegiatan ini, praktikan memperoleh pengalaman kerja yang meningkatkan
pemahaman tentang pentingnya ketertiban administrasi dalam mendukung

operasional yang aman, efisien, dan sesuai standar keselamatan kerja.

Kata Kunci : Administrasi, Health Safety and Environment (HSE), Dokumen,

Lingkungan kerja
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ABSTRACT

Riftavia Denia Aminudin, 7his report is based on the Internship Program (Praktik
Kerja Lapangan/PKL) conducted in the Health, Safety, and Environment (HSE)
Division of PT. Bakrie Pipe Industries from February 3 to May 30, 2025. The
internship aimed to understand the administrative processes of HSE
documentation, identify existing challenges, and propose relevant solutions for
improvement. The intern was directly involved in various tasks, such as separating
occupational health and environmental aspects in HIERADC documents, verifying
Preventive Action Reports (PAR), conducting first aid kit (P3K) recap, digitizing the
HSE pocket book, managing certification documents through the e-Filing system,
and inputting environmental quality data. The main finding revealed that the
current document archiving system was not well-organized, causing inefficiencies
and difficulties in document retrieval. Therefore, proposed solutions include
reorganizing documents by category and year, digitizing physical files, and
standardizing file naming formats. Through this internship, the intern gained
practical experience and a deeper understanding of how proper documentation

supports safe, efficient, and regulation-compliant operations.

Keywords : Administration, Health Safety and Environment (HSE),

Documentation, Workplace environment
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