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APPRENTICESHIP REPORT AT  
PT. DIWAN BINTANG TRANSBUANA 

 
 

Export-import is a transaction among sellers and buyers from different 

countries. The service in the area of export-import transportation service is known 

as freight forwarding.  

PT. Diwan Bintang Transbuana is one of the freight forwarders that         

were founded in 1996 with its head office in Hongkong. PT. Diwan Bintang 

Transbuana develops a well-established reputation in the international forwarding 

business. It has agents and customers in more than 50 countries around the 

world. 

 I did my apprenticeship in PT. Diwan Bintang Transbuana as a 

documentation staff because I wanted to add my experience and knowledge 

about export-import business. By working in a freight forwarding company, I could 

learn about the detailed procedures of export-import, such as which shipping 

documents are needed, how to interact with customers by phone, etc. Moreover, 

I wanted to add my vocabulary on export-import terms in English. 

 To be a documentation staff in PT. Diwan Bintang Transbuana, one 

should meet the following requirements:  

1. Possessing good skills in English (minimum passive) 

2. Neatly dressed and friendly 

3. Male or female of minimum 20 years old 

4. Familiar with computer. 
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I did my apprenticeship in PT. Diwan Bintang Transbuana from 20 June 

2006 to 19 July 2006. I worked everyday from Monday to Friday, from 09.00 am 

to 02.00 pm. On the first day, I came to the office and I was acquainted with the 

staff. I observed the atmosphere of company and how the staff worked. Everyday 

I had to fill in the attendance list and did my daily tasks. The dominating activities 

during the apprenticeship were:  

1. Writing price quotation letters 

Price quotation letter is made so that a price deal between PT. 

Diwan Bintang Transbuana and customers can be reached. 

2. Saving order data to the computer 

After making the quotation letters, I put and saved order data into 

the computer. The data that I saved were categorized into customer’s 

name, destination, container size, shipping schedule, and price list, etc. 

3. Writing Shipping Instructions (SI) 

Shipping instruction is made to be sent to the shipping company 

as one of the pre-requirement when we order a shipment space that later 

will be exchanged with DO (Delivery Order). DO is needed for taking the 

empty containers at the depo (a place where empty containers are held). 

Shipping Instruction contains ship’s destination, ship’s name, 

factory’s name, consignee, commodity’s name, marking, netto, bruto, 

volume, container’s size and ship’s arrival, and place where payment will 

be done. 

4. Writing Bill of Ladings 

Bill of Lading is a receipt to be signed by indicated agents, 

informing the contents of the goods. 
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5. Writing Pre-Alerts 

Pre-Alert is made after the ship is departed and sent though e-mail 

or fax to the agent, so that the agent of PT. Diwan Bintang Transbuana at 

the destination could later inform the consignee. 

 

Almost everyday I made the five letters above whenever there were 

export-import transaction. However, sometimes I still found some difficulties in 

writing the letters such as Bill of Ladings because I did not fully understand about 

how to write the letter properly. 

During the apprenticeship, as a documentation staff I only used writing 

and reading skills. Writing was used when I wrote Shipping Instructions, order 

data, Bill of Ladings, and Pre-Alerts while reading was used when I read the 

letters from the freight forwarders (SI, BL, shipping schedules and shipping 

magazines such as “Sailings” and “Shipping Gazette”). 

I found reading and writing subjects given in D III program were useful. In 

reading I learned how to scan and to skim letters quickly. Writing was also useful 

because I could write some letters in English quickly.  

 After finishing the apprenticeship, I realize that I have some strengths and 

weaknesses. My strengths are that I could make the needed documents and 

letters in English well and could understand the English terms used in the letters 

and documents I read. On the other hand, I still have several weaknesses on 

remembering the export-import terms and I still need some time to find the 

meaning of some words in the dictionary. 

 Based on my experience as a staff of documentation, I find that working is 

not easy. One has to be honest and responsible with the job. 
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After my apprenticeship in PT. Diwan Bintang Transbuana, I would like to 

suggest that PT. Diwan Bintang Transbuana should add more staff in order to 

make all the work be finished more effectively. For D III program, I would like to 

suggest that the networking center of D III Program could add more 

apprenticeship vacancies for the students, so that the apprenticeship can be 

carried out better. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


