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ABSTRAK

RISMA NIM 18010103042. Peran Tenaga Administrasi Sekolah dalam
Mendukung Layanan Akademik Di Sekolah Menengah Kejuruan (SMK)
Negeri 1 Molawe Kabupaten Konawe Utara. ”. Program Studi Manajemen
Pendidikan Islam Fakultas Tarbiyah dan llmu Keguruan, Institut Agama
Islam Negeri Kendari. Dibimbing Oleh: Dr. Jumarddin La Fua S.Si, M. Si.
dan Badarwan M.Pd

Penelitian ini mengkaji dan menganalisis tentang peran tenaga administrasi
sekolah dalam mendukung layanan akademik di Sekolah Menengah Kejuruan
(SMK) Negeri 1 Molawe Kabupaten Konawe Utara. Tujuan dari penelitian ini
adalah untuk mengetahui peran, hambatan dan peningkatan kompetensi tenaga
administrasi sekolah dalam mendukung layanan akademik. Penelitian ini
menggunakan pendekatan deskriptif kualitatif naratif. Teknik pengumpulan data
berupa wawancara, observasi, dan dokumentasi. Adapun teknik analisis data
berupa pengecekan keabsahan data dengan menggunakan teknik pengamatan,
triangulasi dan member check.

Hasil penelitian menunjukkan bahwa: 1) Peran Tenaga Administrasi
Sekolah Dalam Mendukung Layanan Akademik meliputi; Sebagai administrator
yang membukukan kegiatan sekolah, mengadministrasi kegiatan dan proses
pembelajaran, menyampaikan data presentasi kehadiran guru dan peserta didik,
merekapitulasi peristiwa-_dan pelanggaran peserta didik, merekapitulasi
perkembangan akademik peserta didik, mengadministrasi laporan-laporan guru
terhadap perkembangan belajar peserta didik, dan menyiapkan kelengkapan
administrasi dalam rangka memperlancar kegiatan PBM. 2) Upaya Peningkatan
Kompetensi Tenaga Administrasi, Yyaitu; Mengadakan Kegiatan Whorkshop,
mengikuti kegiatan pelatihan, dan pembinaan peningkatan kompetensi. 3)
Hambatan Tenaga Administrasi dalam mendukung layanan akademik, yaitu;
Dipengaruhi oleh faktor internal dan eksternal.

Kata Kunci : Peran, Tenaga Administrasi dan Layanan Akademik
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ABSTRACT

RISMA NIM 18010103042. the role of school administrasi staff in supporting
academic service at the 1 molawe state vocational high school (smk) nort
konawe district. Islamic Education Management Study Program, Faculty of
Tarbiyah and Teacher Training, Kendari Islamic Institute, Supervised by: Dr.
Jumarddin La Fua S.Si, M. Si. dan Badarwan M.Pd

This study examines and analyzes the role of school administration staff in
supporting academic services at the 1 Molawe Vocational High School (SMK),
North Konawe Regency. The purpose of this study was to determine the role,
constraints and competency improvement of school administration staff in
supporting academic services. This study uses a descriptive qualitative narrative
approach. Data collection techniques in the form of interviews, observation, and
documentation. The data analysis technique is-in the form of checking the validity
of the data by using observation, triangulation and member check techniques.

The results of the study show that:1) The Role of School Administrative
Personnel in Supporting Academic Services includes; As an administrator who
records school activities, administers learning activities and processes, submits
teacher and student attendance presentation data, recapitulates student events
and violations, recapitulates student academic development, administers teacher
reports on student learning progress, and prepares administrative completeness
in order to expedite PBM activities. 2) Efforts to Increase the Competence of
Administrative Personnel, namely; Holding workshop activities, participating in
training activities, and fostering competency improvement. 3) Barriers to
Administrative Personnel in supporting academic services, namely; Influenced by
internal and external factors.

Keywords: Role, Administrative Personnel and Academic Services
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