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ABSTRAK

Luminor Hotel Banyuwangi merupakan salah satu hotel bintang tiga di Kabupaten Banyuwangi
yang sudah banyak dikunjungi oleh wisatawan baik dari lokal maupun luar daerah hingga
mancanegara. Luminor Hotel Banyuwangi sebagai perusahaan besar memiliki sumber daya
manusia untuk menunjang kegiatan operasional perusahaan. Sumber daya manusia tersebut
tidak hanya berasal dari karyawan saja tetapi juga dibantu oleh anak magang atau biasa dikenal
dengan nama trainee atau intern. Dalam pelaksanaannya, trainee yang sedang magang menjadi
bagian dari proses pekerjaan sehingga harus mampu menyelesaikan tugas dengan maksimal.
Untuk memperoleh dan menempatkan trainee dengan tepat, maka Human Resources
Department harus memiliki pedoman berupa SOP (Standard Operating Procedure) yang
dijadikan sebagai acuan. Namun, untuk saat ini Luminor Hotel Banyuwangi belum memiliki
SOP untuk proses rekrutmen, seleksi, orientasi, dan penempatan frainee secara tertulis yang
ditetapkan perusahaan. Penelitian ini menggunakan pendekatan secara deskriptif kualitatif
dengan teknik pengumpulan data berupa observasi, wawancara, dan dokumentasi. Teknik
analisis data menggunakan Gap Analysis Method yaitu mencari kesenjangan dari data yang
diperoleh yang nantinya akan dikategorikan, dijabarkan kedalam unit-unit, lalu menyusunnya
ke dalam suatu pola yang memuat data informasi hingga mudah untuk dipahami. Luaran yang
diharapkan berupa rancangan Standard Operating Procedure (SOP) Rekrutmen, Seleksi,
Orientasi, dan Penempatan 7rainee secara tertulis yang terstruktur dan terperinci agar dapat
digunakan sebagai pedoman oleh perusahaan dan dapat digunakan oleh Human Resources
Department serta Head of Department Luminor Hotel Banyuwangi dalam melaksanakan proses
rekrutmen, seleksi, orientasi, dan penempatan trainee.

Kata kunci: Standard Operating Procedure (SOP), Rekrutmen, Seleksi, Orientasi Kerja,
Penempatan Kerja
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DESIGN OF STANDARD OPERATING PROCEDURE (SOP)
RECRUITMENT, SELECTION, ORIENTATION AND PLACEMENT
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ABSTRACT

Luminor Hotel Banyuwangi is a three-star hotel in Banyuwangi Regency which has been visited
by many tourists both from local and foreign countries. Luminor Hotel Banyuwangi as a large
company has human resources to support the company's operational activities. These human
resources do not only come from employees but are also assisted by interns or commonly known
as trainees or interns. In practice, trainees who are doing internships become part of the work
process so they must be able to complete their tasks optimally. To obtain and place trainees
appropriately, the Human Resources Department must have guidelines in the form of SOPs
(Standard Operating Procedures) which serve as a reference. However, currently Luminor
Hotel Banyuwangi does not have a written SOP for the recruitment, selection, orientation and
trainee placement process established by the company. This research uses a qualitative
descriptive approach with data collection techniques in the form of observation, interviews and
documentation. The data analysis technique uses the Gap Analysis Method, namely looking for
gaps in the data obtained which will later be categorized, explained into units, then arranged
into a pattern that contains information data so that it is easy to understand. The expected
output is a draft Standard Operating Procedure (SOP) for Recruitment, Selection, Orientation
and Placement of Trainees in writing which is structured and detailed so that it can be used as
a guideline by the company and can be used by the Human Resources Department and the Head
of Department Luminor Hotel Banyuwangi in carrying out the process recruitment, selection,
orientation and placement of trainees.

Keywords: Standard Operating Procedure (SOP), Recruitment, Selection, Work Orientation,
Job Placement
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