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Administrasi ketatausahaan merupakan kegiatan administrasi pendidikan
yang mengelola pencatatan, pengumpulan, dan penyimpanan data dan dokumen
yang dapat dipergunakan untuk membantu pimpinan dalam pengambilan
keputusan, urusan surat menyurat serta laporan-laporan mengenai kegiatan sekolah.
tata usaha pendidikan yaitu segenap proses kegiatan menghimpun (menerima),
mencatat, mengolah, menggandakan, mengirim dan menyimpan semua bahan
keterangan yang diperlukan oleh organisasi. Oleh karena itu strategi Kepala Tata
Usaha Sangat Penting dalam meningkatkan Kualitas Pelayanan Administrasi yang
ada.

Fokus penelitian yang diambil dalam penelitian ini: 1) Bagaimana
perencanaan strategi kepala tata usaha dalam meningkatkan kualitas pelayanan
administrasi di SMA Negeri 1 Sutojayan?, 2) Bagaimana implementasi strategi
kepala tata usaha dalam meningkatkan kualitas pelayanan administrasi di SMA
Negeri 1 Sutojayan?, 3) Bagaimana evaluasi strategi kepala tata usaha dalam
meningkatkan kualitas pelayanan administrasi di SMA Negeri 1 Sutojayan?.
Tujuan dari Penelitian Ini untuk mengetahui dan mendeskripsikan Perencanaan,
Implementasi dan Evaluasi dalam Meningkatkan Kualitas Pelayanan Administrasi
yang ada di SMA Negeri 1 Sutojayan.

Jenis Penelitian Kualitatif, Bersifat deskriptif, Sumber Data yang digunakan
Data Primer dan Sekunder, Teknik Pengumpulan data melalui Observasi,
Wawancara, dokumentasi, pengolahan data dilakukan dengan pengumpulan data,
pemeriksaan, penyajian data. Berdasarkan penelitian yang dilakukan dapat
disimpulkan bahwa: Perencanaan kepala tata usaha yang dilakukan dengan
menyusun program kerja yang akan dilaksanakan selama satu semester. Seluruh
pelaku dan stakeholder administrasi terlibat dalam proses penyusunan program
kerja ini. Pada awal semester, dilakukan rapat untuk membahas dan menetapkan
program kerja yang akan dijalankan selama satu semester ke depan. Kepala tata
usaha dan tim administrasi melakukan perencanaan strategi dengan menyusun
program kerja yang akan dilaksanakan selama satu semester. Kepala tata usaha
memotivasi dan melakukan evaluasi para bawahan untuk melaksanakan tugas
secara maksimal.

XViii



ABSTRACT

Ririn Khumaidatus Zuhriah, 12207193009, The Strategy of the Head of
Administration in Improving the Quality of Administrative Services at SMA Negeri
1 Sutojayan Blitar, Islamic Education Management Study Program, Faculty of
Tarbiyah and Teacher Training, UIN Sayyid Ali Rahmatullah Tulungagung, 2023,
Supervisor Dr. Drs. Imam Saerozi, M.H.I

Keywords: Strategy of the Head of Administration, Quality, Administrative
Services.

Administrative administration is an educational administration activity that
manages the recording, collection and storage of data and documents that can be
used to assist leaders in decision making, correspondence and reports regarding
school activities. educational administration, namely the entire process of collecting
(receiving), recording, processing, duplicating, sending and storing all information
materials required by the organization. Therefore, the role of the Head of
Administration is very important in improving the quality of existing administrative
Services.

The focus of the research taken in this study: 1) How does the head of
administration strategy plan in improving the quality of administrative services at
SMA Negeri 1 Sutojayan?, 2) How does the strategy of the head of administration
implement in improving the quality of administrative services at SMA Negeri 1
Sutojayan?, 3) How do you evaluate the strategy of the head of administration in
improving the quality of administrative services at SMA Negeri 1 Sutojayan? The
purpose of this research is to understand and explain planning, implementation and
evaluation in improving the quality of administrative services at SMA Negeri 1
Sutojayan.

Type of research is qualitative, descriptive in nature, data sources used are
primary and secondary data, data collection techniques are through observation,
interviews, documentation, data processing is carried out by data collection,
examination, data presentation. Based on the research conducted, it can be
concluded that: Planning for the head of administration is carried out with preparing
a work program that will be implemented during one semester. All administrative
actors and stakeholders are involved in the process of preparing this work program.
At the beginning of the semester, a meeting is held to discuss and determine the
work program that will be carried out for the next semester. The head of
administration and the administration team carry out strategic planning by
compiling a work program that will be implemented over the course of one
semester. The head of administration motivates and evaluates subordinates to carry
out their duties optimally.
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