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ABSTRACT  

PT X is a company engaged in distribution and trading as its business 

activities. The logistics division, especially the logistics admin as a supply 

chain, certainly, has a big responsibility. In order to carry out this great 

responsibility, an appropriate number of workers is needed so that the 

work carried out can be executed properly. In this study, the main 

objective is to analyze the workload that exists in the current logistics 

admin employees and later from the results of the workload analysis, a 

human resource policy can be drawn concerning workloads setting. 

The method used in this study was the Full-Time Equivalent (FTE) method 

where this method could show how much workload is proportional to each 

employee. As a result, the workload received by each logistics admin 

employee has a different workload from one employee to another. Of the 

three existing logistics admin employees, 2 were overloaded and one was 

inloaded. Human resource policies related to workload arrangements for 

PT X logistics admin employees can be said to have not been maximized 

due to differences in workloads for each employee even though each of 

them does the same job.  
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I. INTRODUCTION 

A workload is a collection or number of activities that 

must be carried out by a unit within the organization or 

position holder within a predetermined period [1]. In the 

workload, there are 3 levels to classify it, namely workload 

above normal (overload), normal workload (inload), and 

workload below normal (underload). A good workload is a 

proportional workload, neither too much nor too little. If the 

workload given to employees is too heavy, then the output 

produced will not be maximal, whereas if the workload 

given to employees is too light, then the potential of 

employees cannot be channeled to the fullest. Both of these 

things do not have a good impact on the company because 

they will affect how effectively and efficiently the company 

runs. 

In order to make the company allocating the workload 

appropriately for each employee, an activity called an 

analysis of the workload that exists within the company is 

carried out. Workload analysis is a human resource planning 

activity that aims to determine the power requirements so 

that organizational goals can be achieved [2]. 

PT X is a subsidiary of a State-Owned Enterprise 

(BUMN) which is engaged in distribution and trading as its 

business activities. Admin employees in the logistics 

department are the main focus in this research because this 

section deals directly with the distribution process which is 

one of the company's main processes, namely the 

distribution of consumer products, pharmaceutical products, 

plantation products as well as plantation tools, and facilities 

which are distributed to consumers through PT X branch 

offices. 

After conducting interviews with the company, they 

stated that in the implementation related to human resource 

management, PT X had not carried out workload analysis 

activities before. Therefore, PT X wants to start doing 

workload analysis to find out whether the company has been 

effective and efficient in providing workloads to its 

employees. 

Of the many methods that can be used to analyze 

workloads, there is a method called the Full-Time 

Equivalent (FTE) method. The results of the workload 

analysis calculation through the FTE method will produce 

output whether some workers or employees get overload or 

underload workloads. 

A. Research Objectives 

This study aims to determine the workload of each 

employee, the optimal number of workers, and human 

resource policies related to managing the workload of PT X 

admin employees in the logistics department. 

B. Research Scope and Limitations 

This research was only conducted on the admin staff of 

the logistics department. This study was focus only on the 

workload received at the time the research was conducted, 

excluding past and future workloads, as well as the input 
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provided on overtime arrangements, job redesign, adding or 

reducing the number of employees. 

 

II. LITERATURE REVIEW 

A. Workload Analysis  

Workload analysis is a stage of the analysis process of the 

time used by an incumbent in completing a job given to 

them which is carried out under normal conditions and 

situations [3]. In addition, the government has set 

regulations that explain the workload analysis listed in the 

Regulation of the Minister for State Apparatus 

Empowerment and Bureaucratic Reform of the Republic of 

Indonesia No. 1 of 2020 concerning Guidelines for Job 

Analysis and Workload Analysis where "Workload Analysis 

is a management technique that is carried out systematically 

to obtain information about the level of effectiveness and 

efficiency of an organization's work based on work 

volume". 

B. Full-Time Equivalent (FTE) 

In analyzing the workload, a method is needed, and of the 

many methods that can be used to analyze the workload, 

there is a method called the Full-Time Equivalent (FTE) 

method. The Full-Time Equivalent method is a workload 

analysis method by calculating the workload ratio [4]. In the 

calculation process, the FTE method compares the time 

required to complete a job compared to the available 

effective working time [3]. Based on the workload analysis 

guidelines set by the National Civil Service Agency in 2010, 

the FTE index is divided into 3 types, namely: 

- Underload  : 0–0.99 

- Inload  : 1–1.28 

- Overload  : > 1.28 

The first step in calculating the workload analysis using 

the FTE method is, firstly, to find the Total Activity Time 

which can be obtained through: 

 

Total Activity Time =  Σ Main Activity +
Σ Supporting Activity + Σ Incidental Activity   
 

After the Total Activity Time is obtained, then a new 

calculation is carried out to get the FTE value from a work 

process, where: 

 

𝐹𝑇𝐸 =  
(Σ Activity Time + Allowance)

Σ Time Available
 

 

C. HR Policy on Workload Management 

Human Resources Management Policies are ongoing 

guidelines on the approach, which a company wants to 

adopt in managing its employees. The policy defines the 

organization's philosophy and values on how employees 

should be treated, which then becomes the manager's guide 

for dealing with HR-related issues [5]. An HR policy can 

help the company to ensure that when dealing with a 

problem, the approach used is in line with the company's 

values because the policy guides what managers should do 

in certain circumstances or situations. 

III. METHOD 

In this study, the method used was qualitative research 

with the type of case study research explored is a 

phenomenon or case from a certain period and activity (can 

be in the form of programs, processes, institutions, or social 

groups), as well as collecting detailed information using 

various data collection procedures during the case [6]. The 

data processing of this research was a qualitative descriptive 

analysis, where all data are expressed in the form of 

statements or not numeric. In this approach, researchers also 

need data from the subject. In this study, the researcher 

would take data that describes the subject, the respondent, 

such as profile (name, gender, age, and position) and scope 

of work responsibilities [7]. 

There were two types of data used in this study, namely 

primary data and secondary data. Primary data is data 

collected and obtained directly through the source or 

respondents through data collection techniques. While 

secondary data is data obtained indirectly, generally 

obtained from object documentation such as organizational 

profiles, activities, and developments [8]. 

The participants involved in this study were three 

employees, all of whom were in the admin position in the 

logistics section and the HR manager. During the interview 

process, the researcher recorded the conversations that had 

been done and obtained about 53 pages of interview 

transcripts. To further explore the case under study, the 

research was also supported by secondary data, such as the 

job description of each employee and the amount of 

allowance set by the company. After the data obtained has 

been collected, then the Full-Time Equivalent (FTE) 

calculation was carried out for each employee.  
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IV. FINDING AND RESULT 

A. Workload Received by Employees 

1. Number of Days Available 

Before the researcher calculates the workload on the 

logistics admin staff, the researcher must first know the 

working days apply to PT X as follows: 

 
TABLE I: TOTAL WORKING DAYS IN A YEAR 

Description Total (days) 

One year 365 

Saturday & Sunday 94 

Annual leave 12 
Holidays (National/official day-off 

& National Holidays)* 
13 

Total 246 

 

Based on the revised SKB 2021, the holidays for 2021 are 

16 days. But because there are 2 days off on Saturday and 

one on Sunday so it was not included in the calculation. 

 
TABLE II: NUMBER OF MINUTES WORKING IN A YEAR 

Description Minutes 

One day 480 

One week 2400 
One month 9600 

One year 118080 

 

2. Allowance 

TABLE III: ALLOWANCES PT X 

Factors Categories Leniencies 

Energy Expended Work on desk 4% 

Eye fatigue 
Continuously looking 
at a computer screen 

5% 

Personal needs 
Urination & other 

needs 
3,5% 

 

After knowing the Allowance of 12.5%, the next step was 

to find out the value of Allowance for one year. In order to 

find out the Allowance for one year were as follow: 

 

Allowance = Leniency x Total days a year x Work hours a 

day 

Allowance = 12,5% x 246 Days x 480 (minutes) 

Allowance = 14760 minutes 

3. FTE Calculation 

After obtaining data related to the workload carried by 

participants as logistics admin employees for one year, only 

workload analysis can be carried out using the Full-Time 

Equivalent (FTE) method. By using the FTE formula, the 

results obtained were as follows: 

 
TABLE IV: ADMIN EMPLOYEE FTE CALCULATION 

Description 
Total 

(Days) 
Allowance 

Time 

Available 
FTE Index 

Logistic 
Admin 1 

154,856 14,760 118,080 1.44 

Logistic 

Admin 2 
184,596 14,760 118,080 1.69 

Logistic 

Admin 3 
105,608 14,760 118,080 1.02 

TOTAL 4.15 

 

B. Optimal Number of Workforce 

The optimal workload is a workload that is neither 

overloaded nor underloaded. If employees carry a too heavy 

workload of course it will not have a good impact, 

especially for employees and the organization because the 

output produced will not be optimal [9]. In getting a report 

related to how much work optimization of a company is 

seen based on how many tasks need to be completed within 

a certain time, a workload measurement is carried out [10]. 

To find out the optimal workforce needed, a calculation 

was carried out using the Full-Time Equivalent (FTE) 

method. From the calculation, it is known that there was no 

balance in the workload. From three employees, two of them 

were categorized as having a workload that exceeds the 

normal limit or overload, while one other employee has a 

normal workload or inload. The total workload FTE index 

of the three employees was 4.15 or on average one 

employee has a load of 1.38. From this figure, the logistics 

admin employees were said to be overloaded because they 

exceed the inload index which was 1-1.28. Thus, from the 

FTE calculation, the optimal number of employees in the 

logistics section admin was 4 people or an additional 

logistics section admin employee where each employee will 

have a burden of 1.04. 

C. Human Resources Policy Regarding Workload 

Management 

An HR policy could help the company to ensure that 

when dealing with an employee-related issue, the approach 

is in line with company values. Because the policy guides 

what managers should do in certain circumstances or 

situations [11]. 

Especially in terms of workload regulation, of course, the 

company needs to make a policy regarding how the 

workload should be carried out. At PT X, the policies 

applied were still not optimal, which can be seen between 

one employee and another employee that has not been 

divided equally. The workload arrangement was not further 

broken down, but only limited to the distribution of 

principals. In fact, each principal sells different goods, some 

principals sell fast-moving goods such as masks & hand 

sanitizers and some sell slow-moving goods such as 

humidifiers, air purifiers, and other medical devices. 

 

Even though the logistics manager has tried to divide 

the workload equally, but in my personal opinion, 

this division of workload is still not appropriate. To 

divide it equally, they need to look further at the type 

of the product, whether it is a fast-moving product or 

a slow-moving product. Don't delegate only one 

employee to handle fast-moving products where the 

turnover is fast, many purchase orders (PO), while 

other employees are given slow-moving products... 

(admin employee 1) 

 

One of the policies that can be done by the company to 

cope with employee overload was the overtime program. 

 

For overload, I first looked at the environment, 

whether there was work that could be delegated to 

other employees who were still underloaded. 

However, if the job delegation is still overloaded, 

maybe we can consider doing an overtime program if 

the overtime hours are still within the corridor of the 

law… (HR Manager) 
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In formulating policies related to overtime, the policies 

made by the company must be following the laws and 

regulations that exist within the government which can be 

regulated in the Act of Republic of Indonesia number 11 of 

2020 concerning Job Creation in Article 78 paragraph 1 and 

Government Regulation of the Republic of Indonesia No. 35 

of 2021 concerning Work Agreements for Certain Time, 

Outsourcing, Working Time and Rest Time, and 

Termination of Employment Article 26 wherein essence 

overtime may be applied if there is an agreement between 

the employee concerned and the maximum overtime time is 

4 hours a day and or 18 hours a week. If the company 

applies overtime in excess of these provisions, it can be 

ascertained that the company violates the laws and 

regulations. In addition to doing overtime, the company can 

also redesign jobs, so that the division of work is more 

appropriate, or recruit additional employees if needed [11]. 
 

V. CONCLUSION 

Based on the results of the research that has been 

conducted, it can be concluded that: 

1) The workload received by each logistics admin 

employee has a different workload from one employee to 

another. Of the three logistics admin employees, the first 

employee has a workload of 1.44; then the second logistics 

admin employee has a workload of 1.69, and the third 

logistics admin employee has a workload of 1.02.  

2) The workload of the three logistics admin employees 

was still not balanced. From the three employees, two of 

them were categorized as having a workload that exceeds 

the normal limit or overload, while one other employee has 

a normal workload or inload. Based on the FTE calculation, 

the optimal number of workers for the logistics admin 

employee is 4 people or one additional logistics admin 

employee. 

3) Human resource policies related to workload 

arrangements for logistics admin employees of PT Rajawali 

Nusindo Jakarta can be said to have not been maximized 

due to differences in workloads for each employee even 

though each of them does the same job. The delegation of 

tasks was only limited to the same number of principals, but 

it was not seen whether the items they were responsible for 

are items in the fast-moving, medium moving, or slow-

moving categories. Therefore, the existing workload sharing 

policy still needs to be studied further. 

Suggestions that can be given to companies are logistics 

managers and HR managers need to review in determining 

human resource policies related to the workload for each 

employee. 

Related to this, if there is an overload, the company can 

first examine whether the overload can still be overcome by 

implementing an overtime policy which is of course in 

accordance with the legal corridor. within the government 

which can be regulated in the Republic of Indonesia Law no. 

11 of 2020 concerning Job Creation in Article 78 paragraph 

1 and Government Regulation of the Republic of Indonesia 

No. 35 of 2021 concerning Work Agreements for Certain 

Time, Outsourcing, Working Time and Rest Time, and 

Termination of Employment Article 26. 

If it turns out that it is not possible to do overtime, job 

redesign can be done, such as dividing principals or 

suppliers based on more detailed categories, starting from 

the type of item being sold and the characteristics of the 

item, whether the item is fast-moving, medium moving, or 

slow-moving. 

If it turns out that the job redesign is still overloaded, then 

the last step that can be taken by PT Rajawali Nusindo 

Jakarta is to add manpower or recruitment, but this must still 

be considered further, whether this overload occurs 

continuously or temporarily, if it turns out that this overload 

is temporary or temporary, it is better if the employees 

recruited are PKWT (Specific Time Work Agreement) or 

contract employees. 
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