ABSTRAK

Skripsi dengan judul “Strategi Kepala Tata Usaha dalam
Mengoptimalkan Layanan Administrasi pada Era Digital di SMPN 1
Tulungagung” ini ditulis oleh Nanda Dwi Khoironi dengan NIM. 126207211024,
pembimbing Prof. Dr. Hj. Sulistyorini, M.Ag.

Kata Kunci: Strategi Kepala Tata Usaha, Optimalisasi Administrasi Digital,
Dampak Digitalisasi Layanan

Penelitian ini dilatarbelakangi oleh pentingnya strategi Kepala Tata
Usaha dalam mengoptimalkan layanan administrasi di era digital. Meskipun SMP
Negeri 1 Tulungagung masih berada pada tahap semi-digital, upaya transformasi
terus dilakukan untuk meningkatkan efisiensi dan kualitas layanan secara
berkelanjutan. Digitalisasi administrasi menjadi penting untuk mempercepat
proses kerja dan meningkatkan akurasi data, yang berdampak langsung pada
kualitas layanan kepada siswa, guru, dan orang tua.

Penelitian ini bertujuan untuk; 1) mendeskripsikan strategi Kepala Tata
Usaha dalam mengoptimalkan layanan administrasi pada era digital di SMPN 1
Tulungagung; 2) mengidentifikasi tantangan yang dihadapi dalam implementasi
layanan administrasi berbasis digital; dan 3) menganalisis dampak digitalisasi
terhadap efisiensi dan kualitas layanan administrasi sekolah.

Pendekatan yang digunakan adalah kualitatif fenomenologi. Metode
pengumpulan data yaitu observasi partisipan, wawancara mendalam, dan studi
dokumentasi yang diperoleh dari sumber data yaitu Kepala Sekolah, Kepala Tata
Usaha, staff Tata Usaha , dan Guru. Teknik analisis data meliputi pengumpulan
data, kondensasi data, penyajian data, dan penarikan kesimpulan. Pengecekan
keabsahan data menggunakan uji credibility, transferability, dependability, dan
confirmability.

Hasil penelitian menunjukkan bahwa; 1) Strategi Kepala Tata Usaha
dalam mengoptimalkan layanan administrasi pada era digital dilakukan melalui
tiga pendekatan utama, yaitu penerapan sistem digital secara bertahap,
peningkatan keterampilan sumber daya manusia melalui pelatihan dan
pendampingan teknis, serta membangun kolaborasi yang harmonis dengan staf
administrasi. Berbagai sistem digital yang telah diterapkan meliputi e-Rapor,
Dapodik, website sekolah, dan absensi elektronik untuk tenaga kependidikan. 2)
Tantangan dalam implementasi digitalisasi administrasi meliputi keterbatasan
kemampuan staf dalam mengoperasikan teknologi, ketidakseimbangan
infrastruktur, serta resistensi sebagian pegawai terhadap perubahan. Untuk
mengatasi hal ini, sekolah melakukan pelatihan informal, pendampingan teknis,
dan digitalisasi secara bertahap. 3) Dampak digitalisasi terhadap layanan
administrasi menunjukkan hasil positif, di antaranya efisiensi waktu Kkerja,
penurunan tingkat kesalahan data, dan peningkatan kualitas layanan informasi,
yang mempermudah akses data bagi guru, siswa, dan orang tua.
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ABSTRACT

This thesis, titled "The Strategy of the Administrative Head in
Optimizing Administrative Services in the Digital Era at SMPN 1 Tulungagung,”
Is written by Nanda Dwi Khoironi with student ID 126207211024, under the
supervision of Prof. Dr. Hj. Sulistyorini, M.Ag.

Keywords: Administrative Head Strategy, Digital Administration
Optimization, Impact of Service Digitalization

This research is motivated by the importance of the Administrative
Head's strategy in optimizing administrative services in the digital era. Although
SMP Negeri 1 Tulungagung is still in the semi-digital stage, continuous efforts are
being made to improve service efficiency and quality sustainably. The
digitalization of administration has become crucial to accelerate work processes
and enhance data accuracy, which directly impacts the quality of services
provided to students, teachers, and parents.

This study aims to: 1) describe the strategy of the Administrative Head in
optimizing administrative services in the digital era at SMPN 1 Tulungagung; 2)
identify the challenges faced in implementing digital-based administrative
services; and 3) analyze the impact of digitalization on the efficiency and quality
of school administrative services.

The approach used is qualitative phenomenology. The data collection
methods include participant observation, in-depth interviews, and documentation
study obtained from sources such as the Headmaster, Administrative Head,
administrative staff, and teachers. Data analysis techniques involve data
collection, data condensation, data presentation, and drawing conclusions. The
data validity check is conducted using credibility, transferability, dependability,
and confirmability tests.

The research findings indicate that: 1) The strategy of the Administrative
Head in optimizing administrative services in the digital era is carried out through
three main approaches: gradual implementation of digital systems, enhancing
human resource skills through training and technical assistance, and fostering
harmonious collaboration with administrative staff. Various digital systems
implemented include e-Rapor, Dapodik, school website, and electronic attendance
for educational staff. 2) The challenges in implementing administrative
digitalization include limited staff ability to operate technology, imbalanced
infrastructure, and resistance from some employees towards change. To overcome
this, the school conducts informal training, technical assistance, and gradual
digitalization. 3) The impact of digitalization on administrative services shows
positive results, including time efficiency, a decrease in data errors, and improved
service quality in information access, which facilitates data access for teachers,
students, and parents.
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