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ABSTRAK 

Noor Halifah, 1910411220038, 2023, “Efektivitas Pelayanan Administrasi 

Pembuatan Surat-Menyurat oleh Kantor Desa Muning Baru Kecamatan Daha 

Selatan Kabupaten Hulu Sungai Selatan”. Di bawah bimbingan Muhammad 

Riduansyah Syafari. 

 Penelitian ini dilakukan dengan tujuan untuk mengetahui dan 

mendeskripsikan efektivitas pelayanan administrasi pembuatan surat-menyurat 

oleh Kantor Desa Muning Baru dalam meningkatkan pelayanan publik di bidang 

pembuatan surat keluar di Kantor Desa Muning Baru. 

 Penelitian ini menggunakan metode deskriptif kualitatif dengan teknik 

pengumpulan data yang digunakan oleh peneliti dilakukan dengan cara observasi, 

wawancara, dan dokumentasi yang berkaitan dengan pelayanan administrasi 

pembuatan surat-menyurat di Kantor Desa Muning Baru. 

 Hasil penelitian menunjukkan bahwa terdapat dua jenis sistem pelayanan 

pembuatan surat keluar yang dapat diakses masyarakat, yakni sistem offline di mana 

masyarakat datang langsung ke kantor desa untuk mendapatkan pelayanan, serta 

sistem online di mana masyarakat cukup mengakses situs resmi Kantor Desa 

Muning Baru tanpa perlu datang ke kantor desa. Berdasarkan hasil penelitian dan 

pembahasan tentang Efektivitas Pelayanan Administrasi Pembuatan Surat-

Menyurat oleh Kantor Desa  Muning Baru Kecamatan Daha Selatan Kabupaten 

Hulu Sungai Selatan,  baik melalui pelayanan pembuatan surat melalui sistem 

offline maupun pelayanan pembuatan surat dengan sistem online, maka dari 

penelitian ini  dapat dibuat kesimpulan bahwa pelayanan pembuatan surat-

menyurat di  Kantor Desa Muning Baru pada pelayanan sistem offline sudah 

efektif  sedangkan pada pelayanan sistem online cukup efektif, meskipun pada 

indikator pencapaian tujuan berjalan dengan baik, tetapi pada indikator integrasi 

dan adaptasi perlu adanya perubahan dan perbaikan lebih lanjut.  

 Saran yang dapat dirumuskan adalah perlunya mengadakan sosialisasi 

lanjutan mengenai pelayanan pembuatan surat-menyurat baik melalui sistem offline 

maupun online sehingga masyarakat lebih terbuka dan paham mengenai kedua 

sistem tersebut. 

Kata Kunci: Efektivitas, Pelayanan, Administrasi, Surat-Menyurat 

 

 

 

 

 



ABSTRACT 

Noor Halifah, 1910411220038, 2023, "Effectiveness of Administrative Services 

for Making Correspondence by the Muning Baru Village Office, Daha Selatan 

District, Hulu Sungai Selatan Regency". Under the guidance of Muhammad 

Riduansyah Syafari. 

 This research was conducted with the aim of knowing and describing the 

effectiveness of administrative services for making correspondence by the Muning 

Baru Village Office in improving public services in the field of making outgoing 

letters at the Muning Baru Village Office. 

 This study uses a qualitative descriptive method with data collection 

techniques used by researchers carried out by observation, interviews, and 

documentation related to administrative services for making correspondence at the 

Muning Baru Village Office. 

 The results showed that there were two types of service systems for making 

outgoing letters that could be accessed by the community, namely an offline system 

where people came directly to the village office to get service, and an online system 

where people simply accessed the official website of the Muning Baru Village Office 

without having to come to village office. Based on the results of research and 

discussion on the Effectiveness of Correspondence Making Administration Services 

by the Muning Baru Village Office, South Daha District, South Hulu Sungai 

Regency, both through letter making services through the offline system and letter 

making services with an online system, this study can be concluded that the 

correspondence making service at the Muning Baru Village Office in offline system 

services is effective while the online system service is quite effective, although the 

indicators of achieving goals are going well, but in the indicators of integration 

and adaptation there needs to be further changes and improvements.  

 Suggestions that can be formulated are the need to hold further socialization 

regarding correspondence writing services both through offline and online systems 

so that people are more open and understand about the two systems. 

Keywords: Effectiveness, Service, Administration, Correspondence 
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