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ABSTRAK

Syamsul Nursalim. Kegiatan magang ini dilaksanakan di PT Telkom Witel Bekasi
Karawang dengan tujuan untuk memahami proses kelengkapan administrasi dalam
pemesanan layanan internet untuk instansi pemerintah. Di era digital saat ini,
administrasi yang tertib dan sistematis menjadi faktor krusial dalam mendukung
efektivitas layanan dan menjaga kepercayaan mitra kerja, khususnya instansi
pemerintah. Selama magang, penulis terlibat langsung dalam berbagai tahapan
administrasi, seperti pembuatan Surat Penawaran Harga (SPH), Surat Perintah
Kerja (SPK), input data ke sistem internal Telkom (MyTens dan Finvue), serta
pengelolaan dokumen Agreement Government Service (AGS). Metode yang
digunakan dalam pengumpulan data meliputi observasi, wawancara, dan studi
dokumentasi, sedangkan analisis dilakukan secara deskriptif kualitatif. Hasil
magang menunjukkan bahwa sistem administrasi di Telkom telah berjalan dengan
efektif, ditandai dengan prosedur yang terstruktur, dokumentasi yang tertib, serta
koordinasi antar divisi yang baik. Namun, masih terdapat beberapa kendala seperti
revisi dokumen berulang, pergantian pejabat instansi, dan PIC yang sulit dihubungi.
Oleh karena itu, peningkatan sistem administrasi digital dan manajemen
komunikasi menjadi sarana utama untuk mengatasi hambatan tersebut.

Kata kunci: Administrasi, Layanan Internet, Pemerintah, Telkom.

vi



ABSTRACT

Syamsul Nursalim. This internship was conducted at PT Telkom Witel Bekasi
Karawang with the aim of understanding the completeness of administrative
processes in ordering internet services for government institutions. In today’s
digital era, systematic and well-organized administration is crucial to ensure
effective service delivery and maintain trust with institutional partners, particularly
government agencies. During the internship, the author was directly involved in
several administrative stages, such as preparing the Price Quotation Letter (Surat
Penawaran Harga/SPH), Work Order Letter (Surat Perintah Kerja/SPK), data entry
into Telkom’s internal systems (MyTens and Finvue), and managing Agreement
Government Service (AGS) documents. Data collection methods included direct
observation, interviews, and document studies, while the analysis was conducted
using a descriptive qualitative approach. The results show that the administrative
system at Telkom operates effectively, characterized by structured procedures,
complete documentation, and strong interdepartmental coordination. However,
several challenges were identified, such as frequent document revisions, changes
in government officials, and unresponsive points of contact (PIC). Therefore,
improving digital administrative systems and strengthening communication
management are key recommendations to overcome these obstacles.

Keywords: Administration, Internet Service, Government, Telkom.
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