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NIP. 197305172000031001
ABSTRAK

Judul skripsi ini adalah “Kompetensi Profesional Tenaga Administrasi
Pendidikan di SMP Sekecamatan Koto Kampar Hulu Riau”, yang disusun oleh
Mutia Hasanah dengan NIM (2214030027), Program studi Manajemen Pendidikan
Islam Universitas Islam Negri Imam Bonjol Padang.

Penelitian ini dilatarbelakangi adanya perbedaan dalam pelaksanaan
administrasi SMP yang terletak di Kecamatan Koto Kampar Hulu. Melalui
pengamatan yang dilakukan sebelumnya di SMP Negeri 1, SMP Negeri 2, SMP
Negeri 3, SMP Alqaromah Aydarusi, MTs Rahmatul Hidayah, MTs Nurul Ikhlas,
MTs Nurul Falah, dan MTs Miftahul Ma’arif, teridentifikasi masih adanya
kekurangan pada sumber daya manusiadi sektor administrasi pendidikan,
pemanfaatan teknologi administrasi yang masih suboptimal, pengelolaan arsip
yang kurang teratur, dan ketepatan dalam pengaturan dokumen yang perlu
ditingkatkan. Situasi ini menegaskan betapa pentingnya kompetensi profesional
pada tenaga administrasi pendidikan untuk memperkuat efektivitas pengelolaan
administrasi di sekolah-sekolah. Tujuan dari penelitian ini adalah untuk menilai
sejauh mana kompetensi profesional tenaga administrasi pendidikan di SMP di
Kecamatan Koto Kampar Hulu Riau.

Penelitian ini menerapkan penelitian kuantitatif dengan pendekatan deskriptif.
Populasi yang terlibat dalam penelitian ini terdiri dari 30 orang tenaga administrasi
pendidikan dari delapan sekolah tersebut. Proses pengambilan sampel dilakukan
dengan metode total sampling sehinggah seluruh populasi dijadikan subjek
penelitian. Data dikumpulkan melalui kuesioner dan dokumentasi, kemudian
dianalisis dengan menggunakan distribusi frekuensi.

Hasil dari penelitian menunjukkan bahwa kompetensi profesional tenaga
administrasi pendidikan di SMP yang berada di Kecamatan Koto Kampar Hulu
dikategorikan dengan persentase 63% yang di anggap cukup tinggi. Temuan ini
mengindikasikan bahwa pegawai administrasi pendidikan telah memiliki
kemampuan yang bagus dalam bekerja, perhatian terhadap detail, pengetauan pada
standar prosedur operasional, dan sikap profesional dalam bekerja. Keterampilan
yang dimiliki memainkan peran penting dalam kelacaran pelaksanaan administrasi
pendidikan di sekolah dan efektivitas proses pendidikan.

Kata Kunci: Kompetensi Profesional, Tenaga Administrasi Pendidikan,
Administrasi Sekolah.
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ABSTRACT

The title of this thesis is “The Professional Competence of Educational
Administrative Staff in Junior High Schools in Koto Kampar Hulu District,
Riau”, written by Mutia Hasanah, Student Identification Number (2214030027),
Islamic Educational Management Study Program, Imam Bonjol State Islamic
University Padang.

This research was motivated by variations in the implementation of school
administration among junior high schools in Koto Kampar Hulu District. Based on
preliminary observations conducted at SMP Negeri I Koto Kampar Hulu, SMP
Negeri 2 Koto Kampar Hulu, SMP Negeri 3 Koto Kampar Hulu, SMP Algaromah
Aydarusi, MTs Rahmatul Hidayah, MTs Nurul Ikhlas, MTs Nurul Falah, and MTs
Miftahul Ma’arif, several issues were identified, including limited human resources
in educational administration, suboptimal utilization of administrative technology,
inadequate archive management, and the need to improve accuracy in document
administration. These conditions highlight the importance of professional
competence among educational administrative staff in supporting the effectiveness
of school administrative management. Therefore, this study aimed to determine the
level of professional competence of educational administrative staff in junior high
schools in Koto Kampar Hulu District.

This study employed a quantitative approach with a descriptive research
design. The population consisted of 30 educational administrative staff members
from the eight schools. The sampling technique used was total sampling, in which
the entire population was selected as the research sample. Data were collected
through questionnaires and documentation and were analyzed using descriptive
statistics, including mean scores, percentages, and frequency distributions.

The results showed that the professional competence of educational
administrative staff in junior high schools in Koto Kampar Hulu District was
categorized as moderately high, with a percentage score of 63%. These findings
indicate that educational administrative staff possess adequate competencies in
performing administrative duties, including work accuracy, attention to detail,
compliance with standard operating procedures, administrative service quality,
technology utilization, and professional responsibility. These competencies
contribute to the smooth implementation of school administration and support the
effectiveness of educational activities.

Keywords: Professional Competence, Educational Administrative Staff, School
Administration.
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