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ABSTRACT

This research is about the role of the secretary in organizing the business trip
leader at PT Kereta Api Indonesia (Persero) Divisi Regionl I11 of South Sumatera.
The purpose of this final report is to know the role of the secretary in organizing
leader’s trip. Interview, observation and reverensi literature were used in this
report as a research method. Based on the data, there are two obstacles that deal
with secretary. Namely, the difficult of asking for signatures and there’s no a list
of travel for travel agency management. The writer suggests that secretary should
prepare a timetable to direct a leader to the travel, should know the schedule of
Executive Vice President, and fast to requesting the Executive Vice Presidents
signatures in order to anticipate when there are insidental schedule before the day
travel.

(Keywords : Official Leader’s trip, Secretary)
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