
BTP
Batam Tot,rism
Polytechn,c

Name

Student Number

Department

No. Day

Monday 1310112025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Meeting, checking invoice, customer
service, checking & scanning employment
contract.

Checking invoice, customer service,
checking email, ask the customer for PO.

Checking email, customers service by
office phone, checking Invoice, ask PO,
Scanning document for archive.

Checking email, make a Quotation & email
to customer, checking invoice, customer
service.

Checking Invoice, scanning document for
archive, make a letter to customer,
customer service by email.

Sign Note

I

A'J

2 Tuesday t410U2025

J Wednesday ts/0r/2025

4. Thursday t6l0U202s

5 Friday t7/01/2025

O(,*
dun

OLt*

CX-",



W-ffiF
Name

Student Number

Department

No. Day

1 Monday 2010U2025

2 Tuesday 2t/0U2025

a Wednesday 22/01/2025

4 Thursday 2310y2025

5 Friday 2410U2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Ask sand and granit stock, checking
invoice, customer service.

Checking email, customers service by
office phone, checking Invoice, ask PO,
Scanning document for archive.

Checking invoice, make a Quotation for
customer, checking email, ask the
customer for PO.

Checking Invoice, scanning document for
archive, make a letter for customer,
customer service by email.

Checking email, make a Quotation & email
to customer, checking invoice, customer
service.

Sign Note

O{-u',

q- r:

o[ l-^y

d-**,

d,,

2



Wm*r#
Name

Student Number

Department

No. Day

Monday-
Friday

2710r/202s-
3U0Il202s

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DATLY ACTIVITIES

Activities

Isra Mi'raj & Chinese New Year Holiday

Sign Note

I dre

3



W-qt-n
Name

Student Number

Department

No. Day

Monday 03/02/202s

2 Tuesday 04102t2025

J Wednesdav 0s/02t2025

4. Thursdav 06102t202s

5 Friday 07/02t2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTrVrUns

Activities

Checking customer e0,
checking & scanning emp loyment cortr\ot.

Checking Invoigs,
SCannmg document fo,

archive, make a letter to customer
customer serv email

Sign Note
1

checking iluo.,.", scanning employmen(

HlXS:t, 
checfuipg email' Lt tr'" cust,\e/

ch_ecking email, customers service by
oftice phone, checfting lnvoice, ask pO,
Scanning docurxsxl for archive.

Checking email, rlake a euotation g. ar\ail
to customer, checking invoice, custonrgr
servlce.

d
O(

d
d

L*,

L,
Ĵ.

t^ n̂

L-v

4



P

Name

Student Number

Department

No. Day

Monday t010212025

: SERVTANA /

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITTES

Activities

Ask sand and granit stock, checking
invoice, customer service. Meeting

Checking email, customers service by
office phone, checking Invoice, ask PO,
Scanning document for archive.

Checking invoice, make a Quotation for
customer, checking email, ask the
customer for PO.

Checking Invoice, scanning document for
archive, make a letter for customer,
customer service by email.

Checking email, make a Quotation & email
to customer, checking invoice, customer
service.

Sign Note

1 e{
d

d

u

) Tuesday 1110212025

3. Wednesday t210212025

4. Thursday 1310212025

5 Friday r4102/2025

t2

Lrd

L".n

L..t-

L;

5



P
Eataan Tourism
Polytechillc

Name

Student Number

Department

No. Day

I Monday t7/02t2025

2. Tuesday 18t02/2025

3. Wednesdav 19t02/2025

4. Thursday 20102/202s

5 Fridav 21t02/2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Ask sand and granit stock,
invoice, customer service.

checking

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

Maintain proper documentation and filing
of company records. Review and verifl,
customer invoices for accuracy and
completeness.

Sign Note

d,,
L*'

tA
Assist in managing daily administrative
operations, including invoice checking and
document handling.

Provide customer service support through
office phone and email communication. 0,a

G- u',

6



W-?*ffin
Name

Student Number

Department

No. Day

Monday 24/02/2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Checking invoice,
checking & scanning

Sign Note
I customer service,

employment contractl

d
u

t}

L;6

Lt

t^a

Lln-

2. Tuesday 2s/02/2025

J. Wednesday 26t02/2025

4. Thursday 27/02/2025

5 Friday 28/02/202s

Checking invoice, scanning employment
contract., checking email, ask the customer
for PO.

Checking email, customers service by
office phone, checking Invoice, ask pO,
Scanning document for archive.

Checking email, make a euotation & email
to customer, checking invoice, customer
service.

Checking Invoice, scanning document for
archive, make a letter to customer,
customer service by email.

7



W-*.,';ffi
Name

Student Number

Department

No. Day

Monday 03103/2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIBS

Activities

Checking invoice, customer service,
checking & scanning employment contract.

Assist in managing daily administrative
operations, including invoice checking and
document handling.

Provide customer service support through
office phone and email communication.

Draft official letters and assist in customer
correspondence. Ensure proper
documentation and filing systems are
maintained and updated regularly.

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

Sign Note

1

5

G,-
a l,^qt-

U7

t,i..t

DL b)

2. Tuesday 04/0312025

J Wednesdav 0s/0312025

4. Thursday 06t03t202s u
Friday 07/031202s

8



wprr
DAILY ACTIVITIES

Nalne

Studcnl Number

Dcpartment

j SI]RVIANA

:2021020002

: I,OOI) AND BEV[.RACF] NIANAGI\'1LN I

No

2

5

Dav Date

t0/03/2025

Section Activitics Sign

CA

Q(

Note

Mon(l,v

Tuescla)

Wcdncsday

Thursday

f,riday

I1/03,/202s

12i03/2025

l3/03/202s

14i03/2025

Cheoking invoicc, custolncr !cr\,ice.
checking & scenning employntcnt contract.

Cheoking irvoicc, scanning emplovmen!
contract.. chccking email, ask thc cusl(nner
llr PO.

(lhecking email. cUstoners service by
oflice phone. checking Invoice. ask PO.
Scanninq documcnr lirr archive.

(lhecking email. rnakc a Quotation & cnrail
!o custuner. chccking invoice. custorncr

CheckinS In\,oice. scanning documcnt lor
archivc. nrake a letter to cuslom€r.
custoncr ser\ ice h\' cmril

u
a(

c{

\tr5

t,1

Ur

t>
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W-?,mg
Name

Student Number

Department

No Day

Monday 1710312025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Ask sand and granit stock, checking
invoice, customer service.

Checking email, customers service by
office phone, checking Invoice, ask PO,
Scanning document for archive.

Checking invoice, make a Quotation for
customer, checking email, ask the
customer for PO.

Checking Invoice, scanning document for
archive, make a letter for customer,
customer service by email.

Checking email, make a Quotation & email
to customer, checking invoice, customer
service.

Sign

du

Note

1 d Lr-t

a[ tit

o(_

2. Tuesday r8103t202s

3. Wednesday t9/03/202s

4. Thursdav 201031202s

5 Friday 21103/2025

t;

d

c4 h-

t0



W-",",J-"*

Name

Student Number

Department

No. Day

Monday 24/03/2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Assist in managing daily administrative
operations, including invoice checking and
document handling.

Monitor and respond to business emails
professionally and effi ciently. Provide
customer service support through office
phone and email communication.

Draft official letters and assist in customer
correspondence. Ensure proper
documentation and filing systems are
maintained and updated regularly.

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

off

Sign Note

I Uu;

d\,.a-

U,,

OL+

2. Tuesday 25/03/2025

J Wednesday 26103/202s

4 Thursday 27103/2025

5. Friday 281031202s



W-?*[,'r
Name

Student Number

Department

No. Day

Monday-
Friday

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

3U03t2025-
04/0412025

DAILY ACTTVITIES

Activities

Eid al Fitr 1446 Hijri Holiday

Sign Note

1 ex,7

t2



W-?,f,9
Name

Student Number

Department

No. Day

I Monday 07/04/2025

2 Tuesday 08/04/2025

J Wednesday 09t04/2025

4 Thursday 10104t202s

5 Friday t1/04t202s

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITTES

Activities

Create and send quotations to customers
based on inquiries.

Sign

t4

Cil*

d-u
Vz

dL;

Note

Maintain proper documentation and filing
ofcompany records. Review and verifu
customer invoices for accuracy and
completeness.

Checking email, customers service by
office phone, checking Invoice, ask pO,
Scanning document for archive.

Checking email, make a euotation & email
to customer, checking invoice, customer
service.

Provide customer service support through
office phone and email communication.

l3



W-?r*n
Name

Student Number

Department

No. Day

1 Monday 1410412025

2. Tuesday 1510412025

,
J Wednesdav t6/04/2025

4. Thursday 17/0412025

5 Friday 18/04t202s

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Ask sand and granit stock, checking
invoice, customer service.

Monitor and respond to business emails
professionally and efficiently. Provide
customer service support through office
phone and email communication.

Assist in managing daily administrative
operations, including invoice checking and
document handling.

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

Good Friday

Sign Note

Wr'

0{- r,

d t*

OL.-

w
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WP,r",r's
Name

Student Number

Department

No. Day

2

I

Tuesday 22104t2025

Monday 2U04t2025

J Wednesday 23t04/2025

4

5 Friday 25t04t2025

Thursday 24/04/2025

:SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Ask sand and granit stock, checking
invoice, customer service.

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

Assist in managing daily administrative
operations, including invoice checking and
document handling.

Provide customer service support through
office phone and email communication.

Maintain proper documentation and filing
of company records. Review and veri$,
customer invoices for accuracy and
completeness.

Sign

t,,

O4. r,

t^;

irl-h-

Note

Itz

D(

CI.

w
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P
Batam Tourism
Polytechnic

Name

Student Number

Department

No. Day

Monday 28104/2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Scan, organize, and maintain employment
contracts and other administrative
documents.

Prepare and send quotations in response to
customer requests. Follow up with
customers to request Purchase Orders
(Po).

Assist in managing daily administrative
operations, including invoice checking and
document handling.

Labor Day

Oversee the preparation and verification of
invoices and ensure proper documentation.

Sign Note

1 o(

o{-

t-d

2 Tuesday 29/041202s

3. Wednesday 301041202s

4. Thursday 0r/0s12025

5 Friday 0210s/2025

w

CX-.".

od- r

16



wBTP
Batam Tourism
Polytech n ic

Name

Student Number

Department

No. Day

I Monday 0510s1202s

2. Tuesday 0610s/202s

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Assist in managing daily administrative
operations, including invoice checking and
document handling.

Monitor and respond to business emails
professionally and efficiently.

Coordinate with intemal departments to
ensure smooth workflow and customer
satisfaction.

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

Provide customer service support through
office phone and email communication.

Sign

t+

Urt
h

O{- L{-

C#L*

Note

J Wednesday 0710s/2025

4. Thursday 08105/2025

5 Friday 0910st202s

11



w-?,mg
Name

Student Number

Department

No. Day

1 Monday

Tuesday2. t3l0sl202s

CL
o(

cx,

d,

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

t2l0sl202s Vesak Day 2569 BE

DAILY ACTIVITIES

Activities

Ask sand and granit stock, checking
invoice, customer service.

Assist in managing daily administrative
operations, including invoice checking and
document handling.

Provide customer service support through
office phone and email communication.

Maintain proper documentation and filing
of company records. Review and verify
customer invoices for accuracy and

completeness.

Sign Note

tn

t:
J Wednesdav t4/05/2025

4. Thursday tsl0s12025

5 Friday r6l0sl202s

w

t-

gfw
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W-?*Tg
Name

Student Number

Department

No. Day

I Monday t9/05/2025

2. Tuesday 20/05/202s

J Wednesdav 21/05/2025

4. Thursday 22105/202s

5. Friday 23/05/2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Checking invoice, customer service,
checking & scanning employment contract.

Checking invoice, scanning employment
contract., checking email, ask the customer
for PO.

Checking email, customers service by
office phone, checking Invoice, ask pO,
Scanning document for archive.

Checking email, make a Quotation & email
to customer, checking invoice, customer
service.

Checking Invoice, scanning document for
archive, make a leffer to customer,
customer service by email.

Sign Note

CX.+

a4-,"

EL l--*

u ;

@L.
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W,-+#r
Name

Student Number

Department

No. Day

I Monday 26/05/2025

2 Tuesday 27/05/2025

J Wednesday 28t05/2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Meeting, checking invoice, customer

customer service email.

Sign Note

service, checking & scanning employment
contract.

Checking invoice, customer service,
checking email, ask the customer for pO.

Checking email, customers service by
oflice phone, checking Invoice, ask pO.
Scanning document for archive.

Ascension Day of Jesus Christ

Checking Invoice, scanning document for
archive, make a letter to customer,

I,J

u W

Cx- G

@ t".

w

4.

5

Thursday

Friday

29/05/202s

30/0st2025

20



W,mr,s
Name

Student Number

Department

No. Day

Monday 02/06t202s

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Monitor and respond to business emails
professionally and efficiently. provide
customer service support through office
phone and email communication.

Draft official letters and assist in customer
correspondence. Ensure proper
documentation and filing systems are
maintained and updated regularly.

Coordinate with intemal departments to
ensure smooth workflow and customer
satisfaction.

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

Eid al Adha 1446 Hijri

Sign Note
I u L..t'

a( t;
2. Tuesday 03/06/2025

J. Wednesday 04/06/2025

4. Thursday 0s106/202s

5 Friday 06t06/202s

Ot L+

v"

G

2l



W-?,tg
Name

Student Number

Department

No. Day

Monday 09/06D025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Checking invoice, customer service,

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

Sign Note
1

4.

2. Tuesday 10106t2025

checking & scanning employment contract. h
Assist in managing daily administrative
operations, including invoice checking and
document handling.

Li

Provide customer service support through
office phone and email communication. Lrr

Draft official letters and assist in customer
correspondence. Ensure proper
documentation and filing systems are
maintained and updated regularly.

l+

Wednesday rt/06/2025

Thursday t2106/202s

c4^

CL

AL

AL

0d- i,-:

5 Fridav t3/06/2025

22



W-?rg
Name

Student Number

Department

No. Day

1 Monday 16106/202s

2. Tuesday t7/06/202s

J Wednesday t8/06t2025

4 Thursday 191061202s

5. Friday 20/06/2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DATLY ACTIVITIES

Activities

Draft offrcial letters and assist in customer
correspondence. Ensure proper
documentation and filing systems are
maintained and updated regularly.

Assist in managing daily administrative
operations, including invoice checking and
document handling.

Provide customer service support through
office phone and email communication.

Draft official letters and assist in customer
correspondence. Ensure proper
documentation and filing systems are
maintained and updated regularly.

Follow up with customers to request
Purchase Orders (PO).

Sign Note

Uh

e, t,

U- Fi

G- L'6

q vg-
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W-?,mg
Name

Student Number

Department

No. Day

Monday 2310612025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Monitor and respond to business emails
professionally and efficiently. Provide
customer service support through office
phone and email communication.

Draft official letters and assist in customer
correspondence. Ensure proper
documentation and filing systems are

maintained and updated regularly.

Coordinate with intemal departments to
ensure smooth workflow and customer
satisfaction.

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

Islamic New Year 1447 Hijri

Sign Note

1

2. Tuesday 241061202s

J Wednesday 2s10612025

4. Thursday 2610612025

Fridav 2710612025

L'.t-

tL

q. \-

qqf

@b"5
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P

Name

Student Number

Department

No. Day

Monday 301061202s

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DAILY ACTIVITIES

Activities

Meeting, checking invoice, customer
service, checking & scanning employment
contract.

Checking invoice, customer service,
checking email, ask the customer for PO.

Checking email, customers service by
office phone, checking Invoice, ask PO,
Scanning document for archive.

Checking email, make a Quotation & email
to customer, checking invoice, customer
service.

Checking Invoice, scanning document for
archive, make a letter to customer,
customer service by email.

T

Sign Note

1

J

c{_ h'

2 Tuesday 0U07/2025

Wednesday 02107t2025

d- v+

Q.*-
Q[+

t,

4. Thursday 03107/2025

5 Friday 04/0712025

25



Name

Student Number

Department

No. Day

Monday 07/07/2025

: SERVIANA

:2021020002

: FOOD AND BEVERAGE MANAGEMENT

Date Section

DATLY ACTIVITIES

Activities

Ask sand and granit stock, checking
invoice, customer service.

Report to the Manager and support
decision-making with accurate
administrative data. Follow up with
customers to request Purchase Orders
(Po).

Assist in managing daily administrative
operations, including invoice checking and
document handling.

Provide customer service support through
office phone and email communication.

Maintain proper documentation and filing
of company records. Review and verifl,
customer invoices for accuracy and
completeness.

Sign Note

I G,=

l,j

ALi

k

2. Tuesday 0810712025

J Wednesday 09107/202s

4 Thursday 1010712025

5 Friday tU07l202s & 1.,
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