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ABSTRAK

Penelitian ini bertujuan untuk menganalisis proses manajemen
administrasidalam upayameningkatkan efektivitas kerja karyawan diBadan
Amil Zakat Nasional (BAZNAS) Kota Surabaya serta mengidentifikasi
faktor pendukung dan penghambat dalam pelaksanaannya. Penelitian ini
menggunakan metode penelitian kualitatif dengan pendekatan deskriptif.
Teknik pengumpulan data dilakukan melalui observasi, wawancara, dan
dokumentasi. Analisis data dilakukan melaluitahapanreduksidata, penyajian
data, dan penarikan kesimpulan.

Hasil penelitian menunjukkan bahwa proses manajemen administrasidi
BAZNAS Kota Surabaya telah berjalan melalui tahapan perencanaan,
pengorganisasian, pelaksanaan, dan pengawasan yang cukup terstruktur.
Penerapan fungsimanajementersebut mampu menciptakan keteraturan kerja,
kejelasan pembagian tugas, serta  mempermudah pengendalian dan
penelusuran dokumen administrasi. Sistem pencatatan, pengkodean,
disposisi, serta evaluasiberkala yang diterapkan juga berkontribusi dalam
meningkatkan efektivitas kerja karyawan.

Faktorpendukungdalam pelaksanaan manajemen administrasi meliputi
sumber daya manusia yang memahami tugas dan tanggung jawabnya,
komunikasidan kerja samaantar pegawaiyangbaik, serta tersedianya sarana
dan prasarana pendukung seperti komputer, jaringan, dan ruang arsip.
Sementara itu, faktor penghambat yang ditemukan antara lain sistem
administrasi yang belum sepenuhnya terintegrasi secara digital,
ketergantungan pada disposisi pimpinan yang terkadang menyebabkan
keterlambatan ketika pimpinan bertugas di luar kantor, serta keterbatasan
jumlah sumber daya manusia yang dapat menimbulkan penumpukan
pekerjaan pada kondisitertentu;Secara keseluruhan, manajemen administrasi
yang diterapkan di BAZNAS Kota Surabaya telah memberikan kontribusi
positif dalam meningkatkan efektivitasikerja karyawan, meskipun masih
memerlukan pengembangan dan penyempurnaan di masa mendatang.



ABSTRACT

This study aims to analyze the administrative management process in
improving employee work effectivenessat the National Amil Zakat Agency
(BAZNAS) of Surabaya City and to identify the supporting and inhibiting
factors in its implementation. This research uses a qualitative research
method with a descriptive approach. Data collection techniques were carried
out through observation, interviews, and documentation. The data were
analyzed through the stages of data reduction, data presentation, and
conclusion drawing.

The results of the study show that the administrative management
process at BAZNAS Surabaya City hasbeen implemented through the stages
of planning, organizing, actuating, and controlling in a fairly structured
manner. The implementation of these management functions plays an
important role in creating work order, clarifying the division of tasks, and
facilitating the control and tracking of administrative documents. The system
of recording, coding, disposition, and periodic evaluation also contributes to
improving employee work effectiveness.

The supporting factors in the implementation of administrative
management include human resources who understand their duties and
responsibilities, good communication and cooperation among employees,
and the availability of facilities and infrastructure such as computers,
networks, and archive rooms. Meanwhile, the inhibiting factors found include
anadministrative system that isnot yet fully integrated digitally, dependence
on leadership disposition which sometimes causes delays when the leaders
are on duty outside the office, and the limited number of human resources
which can lead to a backlog of work under certain conditions. Overall, the
administrative management,implemented at BAZNAS Surabaya City has
contributed positively to improving employee work effectiveness, although
further development and improvement ale still needed.in the future.
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