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ABSTRAK 
 

Mutia Riska Septi. 2024. “Pelaksanaan Sistem Pelayanan Administrasi Pada Sub 

Bagian Umum dan Kepegawaian Dinas Pendidikan Kota Palangka Raya”. 

Skripsi. Program Studi Manajemen Pendidikan. Jurusan Ilmu Pendidikan. 

Fakultas Keguruan dan Ilmu Pendidikan. Universitas Palangka Raya. Dosen 

Pembimbing: (1) Dr. Piter Joko Nugroho, SE., M.Pd., (2) Dr. Widiharto 

Purnomo, S.E., M.Si.  

 

Kata Kunci : (1) Pelaksanaan; (2) Sistem Pelayanan Administrasi; (3) Sub Bagian Umum 

dan Kepegawaian Dinas Pendidikan Kota Palangka Raya 

  

Penelitian ini bertujuan untuk mendeskripsikan tentang Penerapan Sistem 

Pelayanan Administrasi Pada Sub Bagian Umum dan Kepegawaian Dinas Pendidikan Kota 

Palangka Raya. Dapat dilihat dari aspek: (1) Kesesuaian persyaratan pelayanan pada Dinas 

Pendidikan Kota Palangka Raya, (2) Kemudahan prosedur pelayanan, (3) Kesesuaian 

jangka waktu pelayanan pada Dinas Pendidikan Kota Palangka Raya, (4) Kesesuaian biaya 

pelayanan pada Dinas Pendidikan Kota palangka Raya, (5) Kesigapan petugas pelayanan 

(6) Perilaku/kemampuan petugas pelayanan pada Dinas Pendidikan Kota Palangka Raya, 

(7) Kualitas dan Ketersediaan sarana dan prasarana pada Dinas Pendidikan Kota Palangka 

Raya, (8) Layanan Konsultasi dan pengaduan pada Dinas Pendidikan Kota Palangka Raya.  

Penelitian ini menggunakan metode pendekatan kualitatif. Sumber data primer 

dalam penelitian ini yaitu: Sekretaris Kepala Dinas, Kepala Sub Bagian Umum dan 

Kepegawaian, Staf Administrasi, Pegawai, Guru/Operator Sekolah dan Masyarakat. 

Prosedur pengumpulan data ini menggunakan metode observasi, wawancara dan 

dokumentasi. Analisis data menggunakan cara: (1) Pengumpulan data, (2) Reduksi data, 

(3) Penyajian data dan (4) Penarik kesimpulan. Pengecekan keabsahan data penelitian ini 

menggunakan Teknik (1) Kredibilitas,                            (2) Transferabilitas, (3) 

Depentabilitas, (4) Konfirmabilitas.  

Hasil penelitian ini menemukan bahwa: (1) dalam kesesuaian persyaratan 

pelayanan sudah cukup baik dan efisien; (2) Kemudahan prosedur pelayanan sudah cukup 

mudah dipahami dan diakses, infromasi tersedia melalui berbagai saluran; (3) Kesesuaian 

jangka waktu pelayanan sudah sangat baik dan memadai, proses layanan bisa diselesaiakn 

dalam waktu singkat; (4) Kesesuaian biaya pelayanan, tidak ada prosedur penetapan biaya 

yang berlaku dikarenakan tidak ada pungutan biaya apapun, untuk semua layanan gratis; 

(5) Kesigapan petugas pelayanan sudah menunjukkan tingkat profesionalisme, dalam 

memberikan layanan yang efisien dan memastikan dokumen-dokumen yang masuk segera 

di proses; (6) Perilaku/kemampuan petugas pelayanan sudah menunjukkan kualitas yang 

sangat baik dalam melayani masyarakat; (7) Kualitas dan ketersediaan sarana dan 

prasarana sudah cukup baik terdapat ruang tunggu luas dan nyaman dengan kursi dan 

pencahayaan memadai; (8) Layanan konsultasi dan pengaduan pelayanan, pengaduan dapat 

dilakukan secara offline dan online.  
 



ABSTRACT 

 
Mutia Riska Septi. 2024. Implementation of the Administrative Service System in 

the General and Personnel Subdivision of the Palangka Raya City Education 

Service. Thesis. Education Management Study Program. Department of 

Educational Sciences. Faculty of Teacher Training and Education. Palangka 

Raya University. Supervisor: (1) Dr. Piter Joko Nugroho, SE., M.Pd., (2) Dr. 

Widiharto Purnomo, S.E., M.Sc. 

 
Keywords: (1) Implementation; (2) Administrative Service System; (3) General 

and Personnel Sub-Section of the Palangka Raya City Education Service 

 
 This research aims to describe the implementation of the Administrative Service 

System in the General and Personnel Subdivision of the Palangka Raya City Education 

Service. It can be seen from the aspects: (1) Suitability of service requirements at the 

Palangka Raya City Education Service, (2) Ease of service procedures, (3) Suitability of 

service time at the Palangka Raya City Education Office, (4) Suitability of service costs at 

the Palangka City Education Office Raya, (5) Alertness of service officers (6) 

Behavior/capabilities of service officers at the Palangka Raya City Education Office, (7) 

Quality and Availability of facilities and infrastructure at the Palangka Raya City 

Education Office, (8) Consultation and complaint services at the City Education Office 

Palangka Raya. 

 This research uses a qualitative approach method. The primary data sources in 

this research are: Secretary to the Head of Service, Head of the General and Civil Service 

Subdivision, Administrative Staff, Employees, Teachers/School Operators and the 

Community. This data collection procedure uses observation, interviews and 

documentation methods. Data analysis uses the following methods: (1) Data collection, (2) 

Data reduction, (3) Data presentation and (4) Drawing conclusions. Checking the validity 

of this research data uses techniques (1) Credibility, (2) Transferability, (3) Dependability, 

(4) Confirmability. 

 The results of this research found that: (1) the suitability of service requirements 

is quite good and efficient; (2) Ease of service procedures is quite easy to understand and 

access, information is available through various channels; (3) The suitability of the service 

time period is very good and adequate, the service process can be completed in a short 

time; (4) Appropriateness of service fees, there is no applicable fee determination 

procedure because there are no fees whatsoever, for all free services; (5) The alertness of 

service officers has demonstrated a level of professionalism, in providing efficient services 

and ensuring that incoming documents are processed immediately; (6) The 

behavior/capabilities of service officers have demonstrated excellent quality in serving the 

community; (7) The quality and availability of facilities and infrastructure is quite good, 

there is a spacious and comfortable waiting room with chairs and adequate lighting; (8) 

Consultation and complaint services, complaints can be made offline and online. 
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