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CHAPTER I – INTRODUCTION 

1.1 What is an Internship? 
 Internship is temporary jobs, mostly for university students, which provide real-
time work experience, however internship does not necessarily limit to only university 
students and schoolers but also the older people or adults who would like to change their 
job or earn degrees may also become interns  (Dream Cat IT, 2018).Internship, by definition, 
is a time span during which a student works for a corporation or organization in order to 
gain a certain form of work experience (Better Team, 2019).At that time students learn how 
to be workers in a specific field and learn to list their curriculum vitae when they begin to 
pursue jobs. Many internships are definitely needed by most universities as a pre-
measurement for ones to implement their knowledge from university and interns are often 
given the chance to experience a particular line of work before they are fully engaged in a 
career (Better Team, 2019). 

 
1.2 Report Coverage 

 This internship report summarizes my internship program from August 2020 to 
December 2020, which includes internship work hours, task assigned and responsibilities. I 
mostly engaged in a realistic and corporate world environment that I acquired various sides 
of experience with the assistance of the lead sales administrative during this period. Luck is 
on my side, as the internship I was going for required me to have monthly salaries that are 
in line with the minimum wage rules of the region. The goodness, however, comes with its 
price, which will be addressed on the following sub chapter. The report also will represent 
the whole on-goings during the months of internship, this ultimately include the tasks I was 
given, problems, hurdles and challenges I have to face during the internship, also the type 
of sectors of the company I was going for. In addition, the work culture, organizational 
structures, tangibles and intangibles value that I received during my internship, suggestions 
that maybe can be taken into the company’s account for future prospects.   
 

1.3 Problems and Hurdles 
 I was privileged enough to be receive monthly allowances during my internship 
following the government rules and regulations of the employee minimum wage. However, 
the privileges came with its price. Because of industry, the place I was intern for, is basically 
one of the business sectors that must continue running during the COVID-19, I have to 
commute every day, exposing myself to many potentials of COVID-19 viruses that reside in 
object especially in public places and transportation area. This was discouraging for as many 
parties plays in the middle, then I was tested for the diseases 4 times in the span of 2 months 
working here, unluckiness came to my side as I was tested reactive for my Rapid Serology 
Test and told by the HR Manager to rest for a week prior to the Swab Test PCR, that 
thankfully turned out negative. Due to this event, the HRD suggested to have me shift my 
working hours during the internship, from the trial month on September, my WFO days 
were require me only for twice each week, then it was established that my WFH days 
reduced from 3 days to only twice each week which sometime I found being unproductive. 
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Since the paperwork mostly are being done through the company’s computer and database 
that only can be accessed when my WFO days. To add, sometimes in the WFH days I found 
myself indulged in other division work tasks, which is not correlating with my original work 
tasks. 
 

1.4 Obstacles and Challenges 
Originally, I have a lot of interest with finance work and practices as well as my 

specialization also in finance and a bit of accounting work. However, I was assigned as sales 
administrative that took up the a more advance of accounting work such as auditing and 
bookkeeping. Although that I have taken several accounting classes in IULI, it taken quite 
surprise for me to handle a bite pieces of accounting work such as petty cash statement 
that requires me a full detailed of accounting knowledge. To add for that, I have a 
certification of marketing from Google that I have gotten in the mid of 2020 which 
unfortunately did not come handy when applying for my internship and doing its tasks as 
the tasks I was assigned in focused more on the detailed administrative approaches. In 
addition, due to my experience as BOD’s Treasurer that always operates Excel all the time, 
changing my habit to use excel (not for calculating excel formula) and word is a new 
experience for me. 

Doing internship in the middle of Pandemic created odd tasks coming from me. 
Although that the original tasks of my internship are focusing on the sales flow, for example 
in one of my WFH I have gotten several tasks from other department such as Human 
Resource to calculate the employee slip and remission in every closing month (30th or 29th) 
or payroll division on creating a budgeted excel for incentives pay as well as for bookkeeping 
employee’s vehicles reimbursement. 

 

1.5 Internship Application Process 
I first submitted to a variety of businesses, including PT Airindo Sentra Medika. 

Although that my first choice was to apply and have my intern in online market place 
companies, it had realized me that the amount of need and many work experiences that 
are thriving and most essentials in this current pandemic is focusing on the healthcare 
machineries. As known, that it is quite a monstrous problem for Indonesia for having low 
supply of healthcare machineries for COVID-19 purposes, for instance ventilator and patient 
monitor. That is one the reason of my eagerness to apply my CV and other credentials 
documents to company that specialize in medical equipment. to apply my application here 
once I understood and searched sufficiently. 

By meeting some of the criteria needed, I submitted the request, such as KTP, CV, 
academic transcript, certificates, letters of application from the campus, and so on. I tried 
to pick the sales department during the application, preferring in the area of administration, 
since I found the international business administration to be my major in the university with 
minor of finance. 

At first, I thought that it would not be accepted because the time span from when 
I submitted the application until the due date was quite near, in addition the supporting of 
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my documents were focusing on the marketing and sales management. As I was a bit afraid 
to go to several hospitals for machine demo unit, finally within time period I have received 
news regarding my process, among all the companies I have applied, only 3 companies 
answered and I had undergone several tests including the COVID-19 PCR Test. But in the 
end, I got good news, which was that I was accepted as an intern at PT. Airindo Sentra 
Medika for time period 4 months. 

 

CHAPTER II – COMPANY OVERVIEW 
2.1  Company Profile 

 PT Airindo Sentra Medika is a new approach to healthcare distributor in Indonesia, 
a little background to applying here is due to coming from a new established university has 
its own challenges in finding internship opportunities, in addition to day by doing an 
internship in the middle of COVID-19 Pandemic. Many companies had started to closed 
down and slow down their transaction as the economy and business transaction kept 
declining over time. I am thinking of looking for opportunities in sole proprietorship and in 
unique industries that thrive and play such a huge role in the midst of pandemic. The 
company that had decided to give me such an honorable opportunity is a head office of 
healthcare machineries and other medical essentials equipment, PT. Airindo Sentra Medika, 
this company has a strong reputation in the world of healthcare machineries and the spare 
parts needed. The company had several healthcare machineries and its spare parts 
equipment branch offices that are equally distributed throughout Indonesia, from Sabang 
to Merauke. This idea was derived to satisfy all the demand fairly on the entire Indonesia. 
 PT Airindo Sentra Medika can trace its original history back to 1983, when its 
founder, Mr. Hudiono, began his own business after spending ten years establishing their 
division of medical products using a private pharmaceutical company (Airindo Sentra 
Medika, 2020). 

Figure 1: Company’s Logo  

 
 

Source:   (Airindo Sentra Medika, 2020) 

 He was leading the business as one of the renowned suppliers of medical 
equipment in Indonesia, with clear vision, work ethic, good credentials and extensible 
training both domestically and abroad in biotechnology and hospital engineering. 
 With the company has its head office in South Grogol, PT. Airindo Sentra Medika 
had successfully launched several its distributors sales that are equally distributed across 
the Indonesia, unlike other company with the same field that only focuses the coverage of 
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sales distribution in western side of Indonesia, PT. Airindo Sentra Medika is aware of the 
needs to fulfil the healthcare machinery throughout the Indonesia.   
 As known that the distribution of healthcare machineries and its equivalent in the 
eastern side of Indonesia had become a very sensitive topic, to reduce the feeling of 
unfairness between western and eastern, PT. Airindo Sentra Medika placed the sub-
company in several places in Eastern Side of Indonesia such as Kalimantan, Denpasar and 
Jayapura (Airindo Sentra Medika, 2020). 

 

2.2 Organizational Structure 
 Below is the PT. Airindo Sentra Medika Organizational Structure that mainly 
represent the company’s hierarchy in the Head Office in Jakarta. 

Figure 2: General Organizational Structure in the HQ 

 
Source: (Bonita & Manorang, 2020) 

 Figure 2 pictures about the organizational structure, throughout its growth, the 
company has several changes in its type of organizational structure. However, until now the 
company has been using this type of structure which is a mixture between three type of 
organizational structures which are: hierarchical, divisional and divisional structure. 
Because the company main business is distributing medical heavy machines for several 
brands that sell within the range of products, they used divisional structure with product-
based hierarchical structure, with this structural brings several benefits such those various 
divisions have some freedom to work independently from the business as a whole, and are 
more adaptable to consumer expectations and needs, which increase customer perception 
and effectiveness to external issues, individual departments have more flexibility and space 
for imagination (Freedman, 2020).  
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2.3 Other Branches in Indonesia 

 Other branches exist within the company, surprisingly the company’s branches 
have its own divisional structure that function well, perhaps it can be found that each 
representative from each branch has a full power on the company, hence, it is quite 
necessary to input and present the divisional structure in the company. 

Figure 3: Indonesia Branches of Airindo Sentra Medika 

 
Source: (Bonita & Manorang, 2020) 

 As seen above is the divisional structure in each branch of PT. Airindo Sentra 
Medika. There are 5 major branches of Airindo across Indonesia, this idea was driven to 
satisfy the distribution of the medical equipment, promoting equality of medical issues.  
Figure 3 is the example how the organization works, derived the example of Draeger 
(Critical Care) Division that I was in. Each sales representative in each branch will report 
directly to the sales manager resided in HQ. All the sales representative from the branch 
companies collected the branch expense report to the lead sales administrative staff in HQ 
that handles are reimbursement and petty cash statement, which fortunately the division I 
was in.  

 
2.4 Function in Each Division 

 The table below talks about the detailed brands that represent each division, these 
brands ultimately talks about what their division focus on, for example like Critical Care 
Division because they are the division I was working on and among all the other divisions, 
Critical Care Division had had the longest history and plays such a significant role on the 
entire company. 
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Figure 4: Structural function in each division  

 
Source: (Bonita & Manorang, 2020) 

 The figure above talks about the detailed brands that represent each division, 
these brands ultimately talks about what their division focus on, for example like Critical 
Care Division because they are the division I was working on and among all the other 
divisions, Critical Care Division had had the longest history and plays such a significant role 
on the entire company.  
 There is other five brands that runs along with together. The company has 
managed to be a distributor that support each brand, for example, under Critical Care there 
are Medtronic and Draeger, which those brands run in the same field. To prevent clash sales 
between the two and internal fraud between sales representative on each brand that work 
under the same division, the company has decided to selectively choose which product line 
they will be working on, for example, on Draeger, they are focusing on the heavy equipment 
in Operation Room while with Medtronic, the company focused on the other parts of 
operation room or supporting machinery for Anesthesia. However, healthy competitiveness 
still exists within brands under the same division such as commission that are paid in every 
finished project/achieved target/quartal. 
 

CHAPTER III – DETAILS ON INTERNSHIP 
3.1 Assigned Job in the Company 

 I was introduced to my mentor and the culture of the business on the first day of 
my internship. She will be then guide and direct me throughout the internship program at 
this company during my internship. I got some materials for studying that day so I could 
learn better about the PT. Airindo Sentra Medika. Essentially, my job and tasks as sales 
administrative assistant are handling petty cash, processing the existence of purchase 
order, reporting petty cash statement directly to the lead sales administrator and finance 
department, the task also included to process invoice request and create proforma invoice. 
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For the division that I was in, I was assigned to handle the distributor channel between PT. 
Draeger Medical Indonesia which specialize in medical equipment from Germany and the 
users (e.g., Teaching hospitals and individual buyers). Aside from those tasks, I also took 
part to manage the employees slip letter for permission for HRD of work in the middle of 
PSBB that are being applied in DKI Jakarta.  
 However, in daily basis, the company assigned me to do the overall petty cash 
statement, this also include with the expense and management of the money income from 
the finance department. The petty cash statement is being made on 21 every month or in a 
certain period of time when the expense or budgeted cash flow met more than 20% from 
overall petty cash limit amount. I was entrusted as the intern that handle all the expenditure 
report from all the 5 branches across in Indonesia, this requires me a good communication 
skills and patience   with direct supervision from the head of sales administrative staff in 
Critical Care, the task also range from handling invoice that requires expenditures from the 
branches as well as the sales orders. 
 

3.2 Daily Tasks and Hurdles 
 Originally my work hours were Mon to Friday from 8.00 to 17.00 which require me 
to have a full support on petty cash statement, sales invoice, invoice DP and full payment 
for critical care statement, expenditure report and other tasks assigned by other division. 
 A monthly progress report shall be prepared for each division corresponding to 
each code and sent to the Finance Department every month and a quarterly report shall be 
prepared for each division and forwarded to the Finance Department each quarter. The 
finance Department provides a standard format for the weekly/monthly report and 
quarterly report and instructions on how the monthly and quarterly report is prepared and 
submitted.  
 The lead administrative staff led me in the preparing and submitting of the 
weekly/monthly and quarterly reports after my internship acceptance by my employer. This 
report usually included the monthly staff cost such as contract job or staff expenses, 
reimbursement of current staff, claim for completed project by applicants, and any bonuses 
to employees during the month. The report also included the name, date, division and 
project code of the employee. For each sales representative, the code project is essential 
because the productivity of the foregoing project is the parameter. 
 With the variance of code project of each sales representative, it is quite confusing 
and had become the most prominent hurdles, as each word in the code project represents 
the sales name and year conducted which is crucial for end year realization calculation and 
statement, other than that often code project is being used to motivate the employee to 
strive more on getting the number of stocks in the market which in this term my face with 
variety of employee fraud as the opportunity to “uncertain” a code project involvement 
may happen, when this happen treasurer like me have to either “adjust” the statement or 
simply call out the sales representative, this honestly was one of my hurdles that force me 
to confront the said employee. 
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Figure 5: Code Project Example  

 
Source: (Bonita & Debby, Expenditure Report, 2020) 

 Not only because the code project that is too complicated to handle, the software 
that is being used by the company itself did not support the full usage of invoice from each 
sales, it is often closed immediately and it did not save the current code project that I was 
going to input, sometime the software itself has a massive lock down resulting the entire 
company and it did happened to me then my mentor has decided  to shift the workload into 
manual input, which required to be manually checked and input and prone to human error 
in each document. The solution was finally been decided when my mentor proceed to 
collect the people’s voices into a report, finally the software that has been used for the past 
few years are going to be changed into more subtle and much simpler than the software 
being used now. 

Another hurdle that took a part during my internship was the routine that was made 
by the lead administrative to have monthly expenditure report which resulting to limited 
cash in advances for several applicants, this issue was brought up by one applicant and 
made it into a problem between each division, several approaches was suggested by me to 
my mentor in charge. Several approaches that I made are having petty cash refill turnover 
to be much quicker whenever the petty cash has reached 30 entries with each entry has 
different code project. I had decided to use this solution as known that each code project 
could take up to Rp. 5,000,000, this is excluding reimbursement, claims and cash in 
advances forms, while the limited amount of petty cash refill is only Rp. 75,000,000.-.   

Although that there are several moments when the report almost reached the 
limited amount, but it is still eligible to be submitted. Every report of petty cash statement 
that I was made is being review thoroughly by mentor before being submitted to the 
Finance Department. Usually, this ordeal happened in the Friday in each week while the 
review of the statement takes up to 3 business days, which ultimately depends on the 
accountability of the statement itself, some petty cash statement might be reimbursed by 
the finance department way later if some errors or the Chief Financial did not approve some 
project code that did not align with the expenses recorded in the system or reported by the 
accounting staff using Zahir Accounting, which is on their system. 
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Figure 6: Expenditure Report 

 
Source: (Bonita & Debby, Expenditure Report, 2020) 

 Figure above talks about one of the expenditure reports that I had to make, 
process, manage and report directly to the lead administration and finance department. 
Any expenditure incurred is being used for realization of each project. Sales, applicants, and 
messengers are mostly the individuals under Critical Care Division that uses expenditure 
report the most, usually expenditure report is being made based on each project or every 
expense needed, expenditure report can only made when the project has been made by 
the logistics.  Hence, after getting the project code the expenditure can be proceed further. 

Figure 7: Petty Cash Statement 

 
Source: (Bonita & Fachmi, 2020) 

 Each of previous expenditures then are being signed and recorded in the petty cash 
boxes which later will be reimbursed to each individual that submit the expenditure report. 
After every money has been reimbursed to those individuals, later on the petty cash 
statement is being made and submit it to the Finance Department, figure _ talks about a 
piece of the said statement. Although that the limitation of petty cash is Rp. 75,000,000, 
the lead of administrative assistant had decided to have at least 20% remains from the 
maximum value, uncertainty from that decision arrived however that decision was made 
probably due to the existence of company culture. 
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Figure 8: Invoice Payment 

 
Source: (Bonita, Rahayu, & Fachmi, 2020) 

 Another task that I was assigned by the mentor is managing invoice under Critical 
Care Division, mainly from Draeger and Medtronic. This is including processing request 
invoice to accounting, book-keeping all the sales order and processing most of invoice 
payment for all brand under critical care division.  
 Usually invoice payment (figure 8 above) talks about the down-payment and full-
payment of each brand. Although that the brands are under the same division, each 
payment statement is separated with one another due to the difference policy that the 
brands have, for example figure above talks about the transaction of heavy medical 
equipment owned by Draeger and the invoice sequence refer to the template that the 
brand had. Obviously, Medtronic has their own template in their invoice form. Both of these 
reports later on will be printed and to be signed by the sales manager of each division and 
the treasurer in charge. Consequently, the costs can be processed further after obtaining 
the project code to Finance Department. 
 

3.3 Documentation 
 This part contains of my daily activity, what tasks I have been doing, my mentor 
and those professional personnel that filled the gaps during my internship both direct and 
indirectly. The professional individuals are not limited from those who managed and work 
under the same division as me but also difference division that focuses on different brand. 
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Table 1: Documentation 

 
A picture with Sales Manager for BTL. I 
had learned a lot for her during the 
debate session to switch up using Zahir 
Accounting with people from Singapore, 
I had the honored chance to join the 
debate session. 

 
Picture with my supervisor and sales manager 
for my division whom ideally showed me what 
working looks like. Politics and tricks had to be 
implemented, “compliments are one thing that 
had to be the most important thing to 
remember” he always reminds me that. 

 
A picture with my HRD Manager that 
directly supervise my internship and 
other documents needed for IULI. 
Although the said person is on critical 
condition due to COVID-19, I wish him a 
speedy recovery. 

 
A full picture with my day-to-day mentors from 
several divisions other than critical care 
division. They played such a huge part in my 
external activities aside from internship, from 
giving me insight about the company, company 
cultures and talks about future.  
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One of my main tasks during my 
internship, to take care of invoice 
payments for Draeger and Medtronic. I 
have to create an accountable payment 
report to be signed by Chief Financial 
Officer and Sales Manager. 

 
This is extra tasks that was given by the sales 
manager to fill in gap from employees. This task 
was about book-keeping and reviewing the 
periodic payment made by Deutsche Bank and 
Sinarmas Bank. 

 
Above picture is my weekly workload 
during my internship, the workload 
includes SO form, expenditure forms, 
payments and miscellaneous tasks. 

 
Above is a pack of SO forms, I work with hard 
copies, hence, it is very crucial to be passed to 
other division since the original file cannot be 
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changed or lost.  

 
Above is the expenditure forms 
management prior to Petty Cash 
Submission to Finance Department. 

 
This is invoice payment statement, used or 
created whenever the principle of the company 
is making e-purchasing or payment to Airindo. 

 
This is my very first task from other 
division (HRD), I was trusted to create 
employees report from New Hire in 
2019 and 2020.  
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CHAPTER IV – CONCLUSION AND RECOMMENDATIONS 

4.1 Conclusion 
 Overall, I got a lot of new insight and experience from this internship. I came to 
know much more about medical equipment industry, which I did not realize before, I did 
not know how the business spread its wings. I thought medical industry was only revolved 
with doctors, nurses and other medical personnel. But it turned out that, particularly in the 
middle of a pandemic, the medical industry has expanded so much in efficiency, users and 
the people involved within the industry. This industry does not vary for me from the other 
industries I had studied during the classes at IULI. The only significant difference is the users 
and the division, who have accumulated the most power and influence in the firm, wins. 
 It is quite a challenge in this type of industry, and I had truly felt it in the middle of 
pandemic, whereas the sales and the after sales are demanded every single hour but the 
access to the hospital is being blocked not only by the other competitor but also due to 
government rules and regulations during PSBB. Import and export of spare parts are also 
getting its impact due to the spread of COVID-19, so many expenditures for entertaining 
top management in hospitals are being created and signed, this is to keep the relationship 
even during the delay of goods from overseas. 
 However, from that I came to learn that business theory is needed to form a bond 
between one work to another, and the existence of work synergy is critical in each 
employee even under the same division. Fraud and tension might occur during hard times 
and communication is the only key to sort things out, these whole things are being nicely 
implemented during my days in internship work from August 2020 to December 2020. 
 

4.2 Recommendation 
 Listed down below is my recommendation that can be taken into company’s future 
prospects, these recommendations are based solely on my experience in the said position 
during my internship, as following: 

• The efficiency of the company is decent, however often times I saw one person 
having load of works on top of their desk, should be the company leverage their 
internship more wisely in the future. 

• To add to the previous recommendation, I hope that in the future the company can 
create a program aimed at apprentices/internship, because it can create a positive 
impact on both parties. As for now, the contribution of HR is still conventional which 
I hope in near future can be improved since the  

• It will be nice for the company to have a program or a system that tells and process 
each code project, so then every year, the code project can be automatically 
processed within the system and report from what code project brings the most 
revenues and from what code project brings the most expenses, obviously the 
system or even better the software should not be only limited to expense and 
income but also the performance and KPIs achieved by each employee during the 
said year. 
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• As the intern that manage petty cash, it would be an effective idea if every 
expenditure can be submitted through online and not use a printed paper just for 
one expenditure. Not only it can reduce paper usage, it also can help more efficient 
way on petty cash statement as everything is done in the cloud. 

• The last but not least recommendation would be about the google drive 
management. As what I know the company uses recap data of sales order and that 
all of those said data is stored in free version of google drive, I think it would be 
better that all data is being done, input, process and most importantly manage in 
the system within the company, for example in Microsoft and Azure. However, even 
if the company still wanted to use Google, it would be better to purchase the drive 
for organization as it has better secure and safer for the confidential information. 
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Appendix 6: Assessment Report 
 

Assessment Report – Internship Placement Program/Practical Training 
 

Today’s Date 20th December 2020  Score on the overall 
Result 

 

90 
Student Muchacha Bonita 

Department Critical Care Division 

Start 26th August 2020 

Finish 16th December 2020 

Academic Year 2020/2021 

Supervisor* Suryani Debby 

 
Attitude 85- 

100 
75- 
84 

60- 
74 

50- 
59 

< 50 

Cooperation 
Openness to suggestions for achieving the aim 
of the training and task (helpful & adaptable) 

90     

Neatness Neatness and punctuality at work 85     

Reliability Tasks carried out in a responsible way 90     

 

Aptitude 

Readiness to 
learn 

Interest in training content and tasks 
90     

Understanding 
Understand new assignments, which require 
speed and accuracy 

90     

Knowledge Overall knowledge 90     

IT-Knowledge Skills in using software 90     

English 
knowledge 

Proficiency (Speaking, Writing & 
Comprehension) 

90     

Potential 
Ability to work independently on assignments 
and to develop understanding 

90     

 
Performance 

Quality of work Performance at work 88     

Concentration 
and persistence 

Ability to use the time intensively in doing 
assignments 

90     

Working speed Speed in doing the work 90     

Reaction to 
pressure 

Behavior while completing many jobs under 
time pressure 

90     
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