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ABSTRAK

Asmainah. 211250010. 2025. Upaya Meningkatkan Layanan Administrasi
Melalui Pengelolaan Kearsipan di MTsN 1 Kota Serang.

Penelitian ini bertujuan untuk mengetahui meningkatkan layanan administrasi
melalui pengelolaan kearsipan di MTsN 1 Kota Serang, dan untuk mengetahui
faktor pendukung dan penghambat dalam meningkatkan layanan administrasi
melalui pengelolaan kearsipan di MTsN 1 Kota Serang. Penelitian ini
menggunakan metode kualitatif deskriptif dengan teknik pengumpulan data
melalui observasi, wawancara, dan dokumentasi. Data dianalisis dengan
menggunakan model Miles & Huberman, meliputi reduksi data, penyajian data,
dan penarikan kesimpulan. Hasil penelitian menunjukkan bahwa dalam
meningkatkan layanan administrasi melalui pengelolaan kearsipan di MTsN 1 Kota
Serang yaitu dengan memberikan akses informasi yang cepat dan akurat, melalui
penciptaan arsip, pencatatan, penyimpanan, pemeliharaan atau perawatan,
penemuan kembali, penyusutan, dan pemusnahan arsip. Dalam proses pengelolaan
kearsipan terdapat beberapa faktor pendukung dan penghambat. Faktor pendukung
pengelolaan kearsipan meliputi pegawai kompeten dan tanggung jawab dalam
mengelola arsip, kesadaran pegawai akan pentingnya arsip, dan dukungan dari
kepala sekolah. Sedanggkan, faktor penghambat meliputi keterbatasan ruang
penyimpanan khusus, keterbatasan sarana, dan kurangnya arsiparis yang terlatih
untuk mengelola arsip.

Kata Kunci: Layanan Administrasi, Pengelolaan Kearsipan.
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ABSTRACT

Asmainah. 211250010. 2025. Efforts to Improve Administrative Services Through
Archives Management at MTsN 1 Serang City.

This study aims to determine the improvement of administrative services through
archive management at MTsN 1 Serang City, and to determine the supporting and
inhibiting factors in improving administrative services through archive
management at MTsN 1 Serang City. This study uses a descriptive qualitative
method with data collection techniques through observation, interviews, and
documentation. Data were analyzed using the Miles & Huberman model, including
data reduction, data presentation, and drawing conclusions. The results of the
study indicate that in improving administrative services through archive
management at MTsN 1 Serang City, namely by providing fast and accurate access
to information, through archive creation, recording, storage, maintenance or care,
retrieval, reduction, and destruction of archives. In the process of archive
management, there are several supporting and inhibiting factors. Supporting
factors for archive management include competent employees and responsibility in
managing archives, employee awareness of the importance of archives, and
support from the principal. Meanwhile, inhibiting factors include limited special
storage space, limited facilities, and lack of trained archivists to manage archives.

Keywords: Administrative Services, Archives Management.
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