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RINGKASAN 

 

Penelitian ini dilatarbelakangi oleh kondisi ketimpangan jumlah tenaga tata usaha (TU) di SDN 

3 Pasir Panjang Kabupaten Kotawaringin Barat. Terdapat sekitar 475 siswa dan 18 orang guru 

yang seluruh administrasi pendidikannya hanya ditangani oleh 2 orang tenaga TU. Hal ini 

memicu tingginya beban kerja staf yang berisiko menurunkan kualitas pelayanan administrasi. 

Penelitian ini bertujuan untuk mengetahui dan menganalisis efektivitas pengelolaan 

administrasi data siswa serta sertifikasi guru di tengah kondisi keterbatasan sumber daya 

manusia tersebut. Metode penelitian yang digunakan adalah metode kualitatif. Pengumpulan 

data dilakukan melalui wawancara mendalam yang melibatkan kepala sekolah, tenaga tata 

usaha, dan guru. 

Hasil penelitian menunjukkan bahwa pengelolaan administrasi data siswa dan sertifikasi guru 

di SDN 3 Pasir Panjang belum berjalan secara efektif. Pada pengelolaan data siswa, 

perencanaan masih bersifat situasional, proses input data (seperti ke dalam sistem Dapodik) 

sering mengalami keterlambatan, serta akurasi data yang menurun akibat human error. 

Sementara itu, pada administrasi sertifikasi guru, kelengkapan dokumen kerap baru selesai 

mendekati batas waktu (deadline) dan sering mengalami revisi berulang karena kurangnya 

koordinasi serta pengecekan ulang (double check). Dapat disimpulkan bahwa keterbatasan 

tenaga tata usaha berdampak langsung pada terjadinya beban kerja berlebih (work overload), 

penurunan kualitas layanan, ketidakefektifan manajemen waktu, dan meningkatnya risiko 

kesalahan administrasi. Penelitian ini merekomendasikan perlunya penambahan personel tata 

usaha, pelatihan teknologi digital yang berkelanjutan, serta penerapan sistem verifikasi 

dokumen yang berlapis. 

 

Kata Kunci: Efektivitas Administrasi, Administrasi Data Siswa, Sertifikasi Guru, Tenaga Tata 

Usaha, Beban Kerja. 
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SUMMARY 

 

This research is motivated by the disproportionate number of administrative staff at SDN 3 

Pasir Panjang, West Kotawaringin Regency. There are approximately 475 students and 18 

teachers whose entire educational administration is handled by only 2 administrative staff 

members. This triggers a high workload for the staff, which risks lowering the quality of 

administrative services. This study aims to determine and analyze the effectiveness of the 

administration of student data and teacher certification amidst these limited human resources. 

The research method used is a qualitative method. Data collection was carried out through in-

depth interviews involving the school principal, administrative staff, and teachers. 

The results showed that the administration of student data and teacher certification at SDN 3 

Pasir Panjang has not run effectively. In student data management, planning is still situational, 

the data input process (such as into the Dapodik system) often experiences delays, and data 

accuracy decreases due to human error. Meanwhile, in teacher certification administration, 

document completion is often only finished close to the deadline and frequently undergoes 

repeated revisions due to a lack of coordination and double-checking. It can be concluded that 

the limitation of administrative staff directly impacts the occurrence of work overload, 

decreased service quality, ineffective time management, and an increased risk of administrative 

errors. This study recommends the need for additional administrative personnel, continuous 

digital technology training, and the implementation of a multi-layered document verification 

system. 

 

Keywords: Administrative Effectiveness, Student Data Administration, Teacher Certification, 

Administrative Staff, Workload. 
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