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ABSTRAK

Juhaidah : Manajemen Kearsipan dalam Meningkatkan Tertib
Administrasi di Madrasah Tsanawiyah Negeri 4 Cirebon

Arsip merupakan sekumpulan catatan baik yang tertulis, tercetak, maupun
terekam mengenai setiap kegiatan yang telah dilaksanakan. Arsip memiliki peran
yang sangat penting dalam penyelenggaraan kegiatan tata kelola administrasi
sebagai bahan pertanggungjawaban dan keterangan dalam pengambilan
keputusan. Penelitian ini bertujuan untuk mengetahui pengelolaan kearsipan,
kendala yang dihadapi dalam pengelolaan kearsipan, dan upaya dalam mengatasi
kendala-kendala kearsipan guna peningkatan tertib administrasi di Madrasah
Tsanawiyah Negeri 4 Cirebon. Penelitian ini merupakan penelitian kualitatif
dengan menggunakan metode. deskriptif. . Teknik pengumpulan data dalam
penelitian ini menggunakan teknik wawancara, observasi, dan studi dokumentasi.
Keabsahan data dilakukan- melalui | kredibilitas :dengan cara meningkatkan
ketekunan, triangulasi sumber, teknik, waktu, pembicaraan dengan kolega, dan
bahan referensi yang-memadai. Analisis data dilakukan melalui pengumpulan
data, reduksi data, penyajian data, dan penarikan kesimpulan. Hasil penelitian
menunjukan bahwa pengelolaan kearsipan di Madrasah -Tsanawiyah Negeri 4
Cirebon dilakukan melalui pengintegrasian fungsi manajemen-yakni perencanaan,
pengorganisasian, - pelaksanaan, dan- pengawasan dengan kegiatan kearsipan
meliputi penciptaan arsip, penggunaan arsip, penyimpanan arsip, pemeliharaan
arsip, dan penyusutan arsip. Kendala yang dihadapi dalam pengelolaan kearsipan
yakni sarana dan prasarana yang kurang -memadai; kurang tertibnya penataan
arsip, dan lokasi madrasah yang rawan bencana banjir.-Upaya yang dilakukan
dalam mengatasi kendala-kendala: tersebut -ialah-dengan memaksimalkan sarana
dan prasarana yang dimiliki;-lebih- memperhatikan sistem penataan arsip, dan
melakukan penyimpanan arsip pada tempat yang aman. Manajemen Kearsipan
dalam Meningkatkan Tertib: Administrasi di .Madrasah Tsanawiyah Negeri 4
Cirebon menunjukan bahwa pengelolaan kearsipan cukup mampu meningkatkan
tertib administrasi dengan dibuktikan melalui terlaksananya dan tercapainya
program-program administrasi madrasah sesuai yang telah ditetapkan setelah
dilakukannya kegiatan pengelolaan kearsipan yang cukup baik.

Kata Kunci: Arsip, Manajemen Kearsipan, Tertib Administrasi



ABSTRACT

Juhaidah : Record Management in Improving Orderly Administration at
Islamic Junior High School 4 Cirebon

Archives are a collection of written, printed, or recorded records regarding every
Archives are a collection of written, printed, or recorded records regarding every
activity that has been done. Archives have a highly important role in the
implementation of administrative governance activity as accountability material
and information in decision making. This research aimed to comprehend record
management, the obstacles faced in record management, and efforts to overcome
record obstacles to improve orderly administration at Islamic Junior High School
4 Cirebon. This research was qualitative research using a descriptive method.
Data collection techniques in this researchused interviews, observation, and
documentation study. The validity of the data was done through credibility by
increase perseverance, triangulation of sources, technique, time, conversation
with colleagues, and'adequate reference-material.-Data analysis was conducted
through data collection, data reduction, data presentation, and drawing
conclusions. The result indicated that record management-at Islamic Junior High
School 4 Cirebon 'was carried out -through management functions were
integration, planning, organizing, actuating, and controlling with record
activities, including ' archive creation, archive use, archive storage, archive
maintenance, and archive shrinkage. The obstacles faced in record management
were inadequate facilities and infrastructure, lack of orderly record arrangement,
and the flood-prone-school location. Efforts that were made to overcome those
obstacles were by maximizing. the facilities and, infrastructure they have, paying
more attention to the archive arrangement system;-and doing archive storage in a
safe place. Record management in- Improving Orderly administration at Islamic
Junior High School 4 Cirebon shows that record management quite capable
improve orderly ~administration . was, proven:' by ‘the “implementation and
achievement of school administration programs according to what has been
determined after decent record management activities were done.

Keywords: Archive, Record Management, Orderly Administration
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