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ABSTRAK

Laporan Magang ini disusun berdasarkan kegiatan yang dilaksanakan di
Departemen Human Capital Operations PT Mensa Binasukses dengan fokus pada
pengelolaan data personalia karyawan. Tujuan laporan ini adalah untuk
mendeskripsikan proses pengelolaan data personalia serta menganalisis penerapan
Human Resource Information System (HRIS) dan manajemen arsip dalam
mendukung administrasi kepegawaian. Metode pengumpulan data yang digunakan
meliputi studi lapangan melalui observasi, praktik kerja langsung, dan dokumentasi,
serta studi kepustakaan. Selama Magang, penulis melakukan digitalisasi dokumen
karyawan, pembaruan data personal pada sistem HRIS, pemeriksaan dan
pemindaian dokumen karyawan baru, monitoring kelengkapan dokumen, serta
membantu pengiriman dokumen kepegawaian. Hasil kegiatan menunjukkan bahwa
pengelolaan data personalia di PT Mensa Binasukses telah didukung oleh sistem
HRIS, namun masih terdapat dokumen karyawan yang belum terdigitalisasi
(sebelum tahun 2020) serta keterbatasan kapasitas penyimpanan arsip fisik. Oleh
karena itu, diperlukan pengelolaan arsip dan digitalisasi dokumen secara
berkelanjutan untuk meningkatkan efektivitas administrasi kepegawaian.

Kata kunci: Data personalia, HRIS, manajemen arsip, administrasi
kepegawaian, Magang.
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ABSTRACT

This internship report was prepared based on activities carried out in the Human
Capital Operations Department of PT Mensa Binasukses, focusing on employee
personnel data management. The report aims to describe the personnel data
management process and analyze the implementation of the Human Resource
Information System (HRIS) and records management in supporting human resource
administration. Data were collected through field studies, including observation,
direct work practice, and documentation, as well as literature studies. During the
internship, the author was involved in document digitization, updating employee
data in the HRIS, reviewing and scanning new employee documents, monitoring
incomplete documents, and assisting in the distribution of personnel documents.
The results show that personnel administration has been supported by the HRIS;
however, several employee records have not yet been digitized, and physical
archive storage remains limited. Therefore, continuous document digitization and
proper records management are required to improve the effectiveness of personnel
administration.

Keywords: Personnel data, Human Resource Information System, records
management, human resource administration, internship.
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