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CHAPTER 1 

Introduction 

 
 

1.1      General Background 

In this increasingly developed world, demands are posed to many companies 

or institutions to be able to compete each other and to be better. If they do not want to 

be leaving behind in this on-going advance world, they need more skilled work force 

who are able to keep up with the world’s development. However, if we look more 

closely, there are a lot of work forces who have their higher education background yet 

less skillful in keeping with the latest developments for the sake of their companies’ 

success. 

In order to solve the above problem, SatyaWacana Christian University makes 

a compulsory for the Diploma III students of Office Administration major to 

complete a Field Study. By seeing the recent real working world, SatyaWacana 

Christian University considers that the theories given during the college study have 

not fully guaranteed their skills in real working world. Therefore, the Field Study is 

essentially needed. Field Study program has an important role. In addition to theories 

obtained by the Diploma III students of Office Administration major, among others, 

telephoning, keyboarding, correspondence, filing, and all programs related to office 

administration, students also have to prepare themselves to face and response to the 

real working world. This Field Study and Field Study Report are the requirements for 

Diploma III students to get the title of AhliMadya. 
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1.2      The Purpose of the Field Study 

The purposes of the Field Study for the Diploma III students of SatyaWacana 

Christian University are as follow: 

 To fulfill the requirement and to get the professional title of AhliMadya 

 To implement all theories obtained during the college study 

 To learn more about the real working world 

 To gain new experiences through the Field Study 

 

1.3      The Benefit of the Field Study 

By completing the Field Study in SMK Kristen (Business and Management), 

the writer obtained some benefits. The writer could put the theory into practice, for 

example how to input or put the in and out letters into agenda in various codes and 

also the letter categorization. By gaining new experiences, the writer got more 

understandings on how the real working world works. 


