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CHAPTER III 

A GENERAL DESCRIPTION OF THE COMPANY 

 

A. Company Profile  

Boncake Gallery is a company engaged in pastry section that 

provides services to people who have a need to customize birthday cake 

for their love one and have been established since 2014. This company has 

located at Komplek Pertokoan Baloi Kusuma Indah, Jl. Bunga Raya, Batu 

Selicin, Lubuk Baja, Kota Batam, Kepulauan Riau. 

 

B. Vision and Mission of The Company   

1. Vision  

Being a pastry company that is known for its best service with standard 

five-star hotel quality services in Batam City even throughout 

Indonesia. 

2. Mission 

An effort to achieve the existing Vision requires a clear mission. 

Boncake Gallery mission is as follows: 

a. Provide excellent service to every customer who has entrusted 

their custom birthday cake to Boncake Gallery 

b. Make Boncake Gallery as a pastry company favorite of the 

people of Batam; Prioritize and maintaining standard quality 

service to all the customer that come to the shop. 
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C. Structure Organisation of Company 

  Company organizational structure is a structure that is used for the 

continuity of the company. The importance of company organization for 

business continuity can be seen from the quality of the distribution of 

rights, obligations and authority of each position in it. 

Picture 3.1 Company organizational structure of Boncake Gallery 

 

  

  

 

 

 

 

 

 

The duties and authorities of each of these parts are as follows: 

a. Owner 

The owner is the party that has capital for the business Boncake Gallery 

where the owner has the following obligations: 

1) Providing each tool and ingredients for the shop needs in the form of 

supplier goods such as flour, butter, milk powder  and so on; 

2) Paying wages or salaries to all employees in accordance with the 

work contract that has been signed. 
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The owner also has the right to: 

  1) Process the recruitment of new employees and dismiss employees 

who do not comply with the employment contract; 

2) Cooperating or Memorandum of Understanding (MoU) with the shop 

partners such as bank marketing, café, restaurant, and so on. 

b. Manager 

The manager is the party entrusted by the owner to supervise each shop 

employee and ensure the pastry shop business can run as it should. The 

manager is responsible directly to the pastry shop owner. The manager's 

tasks are as follows: 

1) Supervise the performance of pastry shop’s employees in carrying 

out work in accordance with existing standard operating procedures; 

2) Providing guidance to new employees as well as giving warnings to 

employees who do not work in accordance with established 

standard operating procedures; 

3) Ensure that employees have made excellent service for their work; 

4) Maintenance of baking machines used such as ovens, mixers, 

freezers and so on and reporting if there are damage to the tools to 

the owner of the pastry shop; 

5) Direct reporting of each shop operation to the owner of the pastry 

shop both regarding the stock of ingredients, etc.; 

6) Check the end result of the making cake from baking to decoration of 

the cake; 

7) Make monthly reports to shop owner. 
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C. Accountant  

The cashier is the person entrusted with managing the company's 

finances, while the duties and responsibilities of the accountant are 

as follows: 

1) Responsible for receiving all the data that had given from 

customer; 

2) Make notes for customers who come to the shop to custom the 

cake and record in shop financial data; 

3) Perform filing notes and book them in the available folders; 

4) Make openings as well as daily, weekly and monthly reports and 

provide reports to manager on a daily basis; 

D. Shop Admin  

The shop admins are the party that have direct interaction with the 

customer's order before proceed. The tasks and responsibilities of 

the shop admins are as follows: 

1) Receiving order from customer and make sure all the detail 

have correct without any fault; 

2) Go thru all the orders with the manager before give it to 

customer when they come to collect; 

e. Driver / Courier 

The courier is the party who sends out all the cakes order by the 

customer with the specified time and date. The task and responsibility 

of a courier is to make sure all the cake that have been sent out are well 

received by the customer without any spoil. 
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f. Production 

The productions are the one who received order after shop admin and 

do the baking accordingly. The task and responsibility of the production 

as below :  

1. Do the baking according the input data from shop admin ; 

2. Bake and put stock of the cake for daily sales and some urgent 

orders from customer, so the customer can get the cake on time; 

3. Prepared the cake and pass to decoration and 3D for the order have 

been received; 

4. Take care of the ingedients flow and make a report to manager;  

g. Decoration and 3D 

The decoration and 3D are the end task of the whole procees before the 

cake send out to customers. The task and responsibility of the 

decoration and 3D as below: 

1. Confirm the order with the shop admin who have received  

2. Decorate the cake as per request by customer 

3. Take care of the usage of the decoration items and make a report to 

manager;  

4. Create the new layout or design and discuss with the manager 

h. Helper  

The helper is the party that will take care all the cleaning. The task and 

responsibility of the helper are to make sure all the brasses are clean 

and sufficient for daily usage. 
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D. Daily Operation Activity at Boncake Gallery 

 

    Picture 3.2 Daily Operation Activity at Boncake Gallery 

 

 

The work process in this company is relatively easy. This is 

reflected in the business activities where customers come in with the 

design that they wanted and consulted with the experience shop admin to 

deal for the order. The accountant will record in the book the daily income 

according to the order and the price, the task of the shop admin must also 

know or memorize the names of the customers to establish good 

relationships with customers. 

After being take note by the shop admin of the order, the shop 

admin will issued the invoce of the order to the accountant for input dailies 
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data and will process the order to the production. After received the order 

the production will make the cake accordingly.  

After the cake done the production will pass the cake to 

decoration. From there the decoration or 3D will make the design as per 

request by the customers and confirm with the shop admin. When the cake 

is done the shop admin will check against with the order put and pack 

accordingly and wait for the customer to come and collect on the time had 

been request. 
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