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ABSTRAK

Kegiatan magang ini dilaksanakan oleh penulis di PT Kay Hian Sekuritas Cabang
Glodok yang merupakan perusahaan jasa keuangan yang bergerak di bidang pasar
modal dan menyediakan berbagai layanan sekuritas seperti perdagangan saham,
obligasi, reksa dana, margin, serta layanan kustodian. Tujuan dari pelaksanaan
kegiatan magang ini adalah untuk mengetahui dan memahami prosedur
administrasi petty cash dan pembukaan rekening efek, serta kendala yang dihadapi
dalam proses administrasi dan pelayanan nasabah di PT Kay Hian Sekuritas Cabang
Glodok. Metode yang digunakan dalam kegiatan magang ini meliputi observasi
langsung, partisipasi aktif dalam kegiatan kerja, wawancara, serta studi
kepustakaan. Hasil kegiatan magang menunjukkan bahwa prosedur administrasi
petty cash dilaksanakan melalui tahapan pencatatan pengeluaran, pemeriksaan
bukti transaksi, serta pengawasan oleh pihak yang berwenang sehingga pengelolaan
dana operasional dapat berjalan secara tertib dan terkontrol. Selain itu, prosedur
pembukaan rekening efek dilakukan melalui tahapan pengisian data nasabah,
verifikasi dokumen, hingga aktivasi rekening yang bertujuan untuk memastikan
kepatuhan terhadap ketentuan dalam kegiatan investasi di pasar modal.
Berdasarkan analisis yang dilakukan, penerapan prosedur administrasi yang
sistematis dan sesuai standar operasional perusahaan dapat meningkatkan
efektivitas pengelolaan keuangan serta kualitas pelayanan kepada nasabah.

Kata Kunci: Prosedur Administrasi Petty Cash, Prosedur Pembukaan Rekening
Efek, Perusahaan Sekuritas, Pasar Modal.
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ABSTRACT

The internship activity was carried out by the author at PT Kay Hian Sekuritas
Glodok Branch, which is a financial services company engaged in the capital
market and provides various securities services such as stock trading, bonds,
mutual funds, margin services, and custodian services. The purpose of this
internship activity was to identify and understand the administrative procedures for
petty cash and the process of opening securities accounts, as well as the challenges
encountered in administrative processes and customer services at PT Kay Hian
Sekuritas Glodok Branch. The methods used in this internship included dirvect
observation, active participation in work activities, interviews, and literature study.
The results of the internship indicate that the petty cash administrative procedures
are implemented through stages of recording expenditures, checking transaction
evidence, and supervision by authorized personnel so that the management of
operational funds can run in an orderly and controlled manner. In addition, the
procedure for opening a securities account is carried out through stages of
customer data completion, document verification, and account activation to ensure
compliance with regulations in capital market investment activities. Based on the
analysis conducted, the implementation of systematic administrative procedures in
accordance with the company’s standard operating procedures can improve the
effectiveness of financial management and enhance the quality of services provided
to customers.

Keywords: Petty Cash Administrative Procedures, Securities Account Opening

Procedures, Securities Company, Capital Market.
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