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Abstract  
This study is intended to analyze the effect of correspondence management with manual disposition 

on the performance of administrative services at the Faculty of Social and Political Sciences, Universitas 

Negeri Semarang. The focus of the study is on correspondence management and instructions on 

manual disposition sheets implemented at Faculty of Social and Political Sciences, Universitas Negeri 

Semarang. The urgency of this study is to be able to identify and overcome problems related to 

correspondence management with instructions on manual disposition sheets in administrative services 

at Faculty of Social and Political Sciences, Universitas Negeri Semarang. This study uses a quantitative 

approach by testing the formulated hypothesis. The data used in this study are primary data obtained 

from a survey by distributing questionnaires to all administrative employees at Faculty of Social and 

Political Sciences, Universitas Negeri Semarang. Determination of the sample based on Hair's 

suggestion, namely, 5-10 times the number of research indicators (Hair, 2009). In this study there are 

11 indicators, so in this study the sample used was 55 people. The results of the study indicate that 

correspondence management with manual disposition has an impact on the performance of 

administrative services at the Faculty of Social and Political Sciences, Universitas Negeri Semarang, 

namely the better the correspondence management with manual disposition applied, the performance 

of administrative services at the Faculty of Social and Political Sciences, Universitas Negeri Semarang 

will also increase. Conversely, if the worse the correspondence management with manual disposition 

applied, the performance of administrative services at the Faculty of Social and Political Sciences, 

Universitas Negeri Semarang will also decrease. 
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INTRODUCTION 

 

Effective and efficient 

administrative services that are in 

accordance with customer needs in an 

agency or institution, especially for 

public services, are important things that 

must be met to maintain and preserve 

public trust in the institution. This 

administrative service is closely related 

to letter management, because letters are 

a source of data or an archive that has 

useful information for the progress of the 

organization. Letters are a means of 

communication used to convey written 

information by one party to another 
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party, both related to business and non-

business activities. Letters are a very 

important part of an office, institution, or 

organization because letters are a means 

of written communication and a source 

of information for organizations or 

agencies, letters are a means of 

communication to convey written 

information by one party to another 

party (Saputra and Famukhit, 2014). 

Given the importance of letters for 

the sustainability of the institution, good 

letter management is needed, which 

includes a series of management 

activities throughout the entire life cycle 

of letters, from making, storing, 

maintaining, using, to destroying letters 

or documents in an organization 

(Mulyono, 2019). The management of 

correspondence includes recording, 

securing, distributing, and controlling 

written information to ensure that the 

flow of communication runs smoothly 

and under control (Haryadi, 2023) so that 

with good correspondence management, 

organizations can control the flow of 

information and written communication 

effectively and efficiently. 

In a small-scale institution or office, 

the letter disposition process is still 

carried out conventionally or manually 

by prioritizing the use of HR (Human 

Resources) or staff as a medium for 

delivering disposition documents 

(Diyasa, Mandeni and Sugiarto, 2020). 

However, in institutions or offices on a 

larger scale, letter dispositions are 

already widely or commonly used 

internet-based systems, because the use 

of manual letter dispositions can cause 

problems. This problem is related to 

tracking tasks that have been disposed of 

where the disposition giver, namely the 

superior or leader, finds it difficult to 

know to what extent the disposition has 

been implemented which can be caused 

by staff busyness or human resource 

errors (human error) so that the service or 

implementation is constrained even 

though the contents of the disposition 

must be implemented immediately. In 

addition, the recipient of the disposition 

also has difficulty in providing official 

responses or reports on the position he 

received. Related to this, the 

advancement of information and 

communication technology should be 

applied in correspondence management 

by creating a correspondence 

information system to accelerate the 

communication process and reduce the 

risk of errors or loss of important 

documents (Muchtar and Effiyaldi, 

2019). However, in reality, according to 

temporary information obtained by 

researchers, especially at the Faculty of 

Social and Political Sciences, Universitas 

Negeri Semarang, some letter 

management still uses manual or 

conventional dispositions in the form of 

written disposition sheets containing 

instructions from superiors to 

subordinates or employees to follow up 

on the contents of the disposition. This 

can actually cause errors, loss or failure 

to deliver incoming letters along with 

manual disposition sheets to those who 

are addressed or who must process them, 

so that the follow-up of subordinates or 

employees related to the contents of the 

disposition is late or cannot be served 

properly. Based on these problems, 

researchers are interested in analyzing 

the causes of errors, loss or failure to 
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deliver incoming letters along with 

manual disposition sheets to those who 

are addressed or who must process them, 

which has an impact on employee 

performance in administrative services. 

The title of this research is: Analysis of 

the Influence of Correspondence 

Management with Manual Disposition 

on Employee Performance in 

Administrative Services at the Faculty of 

Social and Political Sciences, Universitas 

Negeri Semarang. Based on the research 

background above, the purpose of this 

research is to analyze the influence of 

correspondence management with 

manual letter disposition on employee 

performance in administrative services at 

the Faculty of Social and Political 

Sciences, Universitas Negeri Semarang. 

 

Literature Review 

Correspondence Management 

Correspondence management is the 

process of managing correspondence 

within an organization in a systematic 

and structured manner, including 

procedures for receiving, recording, 

storing, distributing, and maintaining 

important letters and documents 

(Darmansah, M. B. Lubis, et al., 2024). 

Correspondence management can also 

be defined as a series of activities for 

managing the entire life cycle of letters, 

from creating, storing, maintaining, 

using, to destroying letters or documents 

in an organization (Tiara et al., 2023). 

Correspondence management activities 

include recording, securing, distributing, 

and controlling written information to 

ensure that communication flows 

smoothly and under control (Sembiring 

et al., 2024). Correspondence 

management is very important for an 

organization because letters are an 

official communication tool and 

authentic evidence of all activities of the 

organization (Batubara, 2021). 

Meanwhile, the definition of 

disposition according to the Big 

Indonesian Dictionary (KBBI) is the 

opinion of an official regarding the 

matters contained in an official letter, 

which is written directly on the letter 

concerned or on a special sheet. A 

disposition sheet is a means used by 

officials to give authority and/or tasks to 

lower-level officials, both high-ranking 

officials, functional officials, and 

implementing officials in the form of 

orders, directions, instructions, or 

instructions briefly and clearly in order to 

process and/or complete an Official 

Manuscript (Indonesia, 2020). 

Disposition is a means of communication 

from superiors to subordinates in 

following up on incoming letters 

containing information or orders 

(UNNES, 2023).  

Good correspondence management 

can be seen from several indicators as 

follows: important information can be 

delivered in a timely and accurate 

manner (Wibowo et al., 2024), can 

facilitate the flow of information and 

communication for everyone in the 

organization (Habibah et al., 2024), 

maintain the confidentiality and security 

of important information from 

unauthorized parties (Batubara, 2021b), 

can increase the efficiency of 

administrative and communication 

processes in the organization 

(Darmansah, N. M. Lubis, et al., 2024), 

facilitate the tracing and search of 
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documents or letters needed at any time 

(Wursanto, 2007) and increase work 

efficiency and productivity in managing 

letters and documents (Sedianingsih, D., 

Mustikadara, F., & Sholihah, 2020). 

Administrative Staff Performance 

The definition of administration is 

an activity that includes note-taking, 

correspondence, light bookkeeping, 

typing, agendas and so on which are 

technical in nature (Handayaningrat, 

1996). Meanwhile, educational 

administration is administration in 

managing, organizing and allocating 

resources in the world of education 

whose scope includes the fields of human 

resources, curriculum, teaching and 

learning processes, 

facilities/infrastructure, and funds 

needed in an effort to achieve 

educational goals, both for individuals 

and institutions (Hadijaya, 2012). The 

administrative staff in this study are 

Education Personnel who carry out 

educational administration tasks. 

Education Personnel in higher education 

have a role in implementing academic 

mechanisms, providing services to the 

academic community, supporting 

performance in higher education and 

even supporting success in accreditation 

at the higher education institution. 

Employee performance is an 

achievement obtained by someone in 

carrying out tasks which include 

quantity, quality, and time spent in 

carrying out tasks, quantity is a result 

that can be calculated to what extent 

someone can succeed in achieving the 

goals that have been set, while quality is 

how someone carries out their duties, 

namely regarding the number of 

mistakes made, discipline and accuracy, 

then working hours are regarding the 

number of absences made, lateness, and 

length of service in the year undertaken 

(Sutrisno, 2016).  

Performance is the result of work or 

work achievement in organizational 

work carried out by employees as well as 

possible in accordance with instructions 

(manuals), directions given by leaders 

(managers), competence and employee 

ability to develop their reasoning in 

working (Abdullah, 2014). Employee 

performance is also the ability of 

employees to do something with certain 

skills (Sinambela, 2012), (Meria and 

Tamzil, 2021). 

While the performance indicators to 

measure employee performance are: 

a. Work quality is measured from the 

perception of employees / employees 

regarding the quality of work 

produced and the perfection of tasks 

against the skills of employees / 

employees.  

b. Quantity is the amount produced 

expressed in terms such as the 

number of units, the number of 

activity cycles completed  

c. Timeliness is the level of activity 

completed at the beginning of the 

stated time, seen from the 

perspective of coordination with 

output results and maximizing the 

time available for other activities.  

d. Effectiveness is the level of use of 

organizational resources (labor, 

money, technology, raw materials) is 

maximized with the intention of 

increasing the results of each unit in 

the use of resources.  
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e. Independence is the level of an 

employee who will later be able to 

carry out his work function work 

commitment. It is a level where 

employees have a work commitment 

to the agency and employee 

responsibilities to the office 

(Robbins, 2016), (Aziz and Dewanto, 

2022). 

 

HYPOTHESIS 

Hypothesis is a temporary answer 

to a problem that is still presumptive 

because its truth must still be proven. The 

hypothesis proposed in this study is: 

H0: there is no influence of 

correspondence management with 

manual disposition on employee 

performance in administrative services at 

the Faculty of Social and Political 

Sciences, Universitas Negeri Semarang. 

H1: there is an influence of 

correspondence management with 

manual disposition on employee 

performance in administrative services at 

the Faculty of Social and Political 

Sciences, Universitas Negeri Semarang.. 

 

This section will explain in general 

the framework for thinking and 

developing hypotheses. The following is 

a picture of the framework for this 

research (Figure 1). 

 

 

 

 

 

 

Figure 1: Conceptual Framework 

 

 

RESEARCH METHOD 

The method used in the study 

entitled Analysis of the Influence of 

Correspondence Management with 

Manual Disposition on Employee 

Performance in Administrative Services 

at the Faculty of Social and Political 

Sciences, Universitas Negeri Semarang, 

namely by Simple Linear Regression 

Analysis to obtain a comprehensive 

picture of the relationship and 

significance of the influence between the 

independent variable (X) on the 

dependent variable (Y) using Smart PLS 

4. The independent variable (X) is 

Correspondence Management with 

Manual Letter Disposition and the 

dependent variable (Y) is the 

Performance of Administrative Service 

Employees. 

This study uses a quantitative 

approach by testing the hypothesis 

formulated in the previous section. The 

data used in this study are primary data 

obtained from a survey by distributing 

questionnaires to administrative service 

education personnel in the Faculty of 

Social and Political Sciences, Universitas 

Negeri Semarang. The determination of 

the sample is based on what Hair 

suggested, namely, 5 - 10 times the 

number of research indicators (Hair, 

2009). In this study there are 11 

indicators, so in this study the sample 

used was 55 lecturers and education 

personnel by providing questionnaires 

carried out in 2024. To support research 

objectivity, the identity of the sample will 

not be included. The questionnaire will 

be prepared using a Likert scale with 5 

levels, namely: Score/Value 5: Strongly 

Agree; Score/Grade 4: Agree; 

 

Correspondence 

Management with 

Manual 

Disposition (X) 

Administrative 

Service Employee 

Performance (Y) 
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Score/Value 3: Disagree; Score/Value 2: 

Don't agree; and Score/Value 1: Strongly 

Disagree. 

 

RESULTS AND DISCUSSION  

Simple Linear Regression 

SMARTPLS 4 is a statistical 

software or data processing software for 

structural equation modeling (SEM) with 

the partial least squares (PLS) method. 

This software makes it easier for us to 

create models such as regression. Based 

on the results of the simple regression 

analysis model using SMARTPLS 4, the P 

values of the independent variable (X) 

<0.05, which is 0.016, which means that 

the independent variable (X) has an effect 

on the dependent variable (Y) as in 

Figure 2. 

 

 
 

Figure 2. Simple regression analysis model using 

SMARTPLS 4 (source: processed primary data, 

2024) 

 

Figure 2. Simple regression 

analysis model using SMARTPLS 4 

(source: processed primary data, 2024) 

 

 

 

 

 

 

Figure 3: Smart PLS Full Model 

Source: Own Study from PLS Output, 

2024 

 

Validity and Reliability Test 

Meanwhile, in the Validity and 

Reliability Test of the instrument in this 

study, it was found that the Cronbach's 

Alpha, Rho_A, and Composite 

Reliability values were > 0.7 (Table 1) so 

that it can be stated that the instrument in 

this study has met the validity and 

reliability requirements (Juliandi, 2018). 

 

Table 1: Validity and Reliability Test 
Variable Cronbach

’s Alpha 

Rho_

A 

Composite 

Reliability 

Average 

Varian

ce 

Extract

ed 

(AVE) 

Corresponden

ce 

Management 

with Manual 

Disposition 

(X) 

0,891 0,930 0,914 0,640 

Administrati

ve Service 

Employee 

Performance 

(Y) 

0,958 1,085 0,967 0,853 

 

Source: Own Study from PLS Output, 

2024 

 

 

Based on the table, it shows that 

each statement has a value > 0.7, so it can 

be concluded that the independent 

variables and dependent variables are all 

valid so it can be concluded that the items 

measuring the questionnaire variables 

are reliable, which means that the 

questionnaire used in this study is 

reliable. 
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Hypothesis Test 

Hypothesis testing conducted in 

this study aims to see how the 

independent variable influences the 

dependent variable on the independent 

variable. The results of the hypothesis 

test can be seen in the following table 2. 

 

Table 2: Hypothesis Test 
 Original 

Sample 

(O) 

Sample 

Mean 

(M) 

Stand

ard 

Devia

tion 

(STD

EV) 

T 

Statistics 

(IO/STD

EVI) 

P 

Valu-

es 

X -> Y: 

Employee 

Performance

_Administra

tion 

0,239 0,287 0,33

1 

2,721 0,4

71 

Source: Own Study from PLS Output, 

2024 

 

The t-test is used to determine the 

effect of the independent variable on the 

dependent variable, if t count> t table or 

the significance value of the t test <0.05 

then it is concluded that the independent 

variable has a significant effect on the 

dependent variable. If the p-value> 0.05, 

then H0 is accepted and H1 is rejected 

and if the p-value <0.05, then H1 is 

accepted and H0 is rejected (Ghozali, 

2016).  

Based on this t-test, it can be said 

that Correspondence Management with 

Manual Disposition (X) has a significant 

impact on the Performance of 

Administrative Employees (Y). This can 

also be seen from the T-statistic of 2.721 

or below 1.96. So the accepted hypothesis 

is H1, namely there is an effect of 

correspondence management with 

manual disposition on employee 

performance in administrative services at 

the Faculty of Social and Political 

Sciences, Universitas Negeri Semarang. 

This means that the better the 

correspondence management with 

manual disposition that is applied or 

implemented, the better or increasing the 

performance of employees in 

administrative services at the Faculty of 

Social and Political Sciences, Universitas 

Negeri Semarang.  

However, correspondence 

management with manual disposition 

has weaknesses or shortcomings because 

sometimes there are delays, errors or 

failure to deliver the disposition of letters 

to employees who must process them. 

This is like the results of research by 

Alexander Dharmawan that manual 

correspondence often causes other 

problems for office management, 

ranging from the untraceable disposition 

process to the difficulty and length of 

searching for letter archives 

(Dharmawan, 2022). 

Based on the results of the 

statistical test, the first hypothesis (H1) is 

accepted, which states that there is an 

influence of correspondence 

management with manual disposition on 

employee performance in administrative 

services at the Faculty of Social and 

Political Sciences, Universitas Negeri 

Semarang. This is because based on the 

T-test in table 5, the p value is less than 

0.05, meaning that correspondence 

management with manual disposition 

has a significant effect on employee 

performance in administrative services at 

the Faculty of Social and Political 

Sciences, Universitas Negeri Semarang.  

According to the results of the 

study, correspondence management at 

the Faculty of Social and Political 
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Sciences, Universitas Negeri Semarang 

has generally been implemented using 

an internet-based correspondence 

information system called the Official 

Letter Information System or 

MyUNNES-Siradi to manage website-

based official letters that can help 

manage official manuscripts. 

MyUNNES-Siradi makes it easier to 

manage official letters by managing 

incoming letters, disposition of incoming 

letters, and outgoing letters 

electronically. SIRADI reduces paper 

use, is easy to access, fast in searching 

letter data, efficient distribution time, 

prevents letter forgery, and improves the 

performance of official letter managers. 

In addition, existing official letter data is 

converted into electronic data. In 

MyUNNES-Siradi, there is actually a 

facility or menu for online letter 

disposition as in Figure 4, but it turns out 

that it has not been utilized or used by all 

employees as it should be. 

 

 

 

 

 

 

 

 

Figure 4: Disposition Menu on 

MyUNNES-Siradi 

 

Currently, the Faculty of Social 

and Political Sciences, Universitas Negeri 

Semarang, still uses manual disposition 

sheets from superiors to subordinates to 

process several letters, especially letters 

that are not inputted into MyUNNES-

Siradi by the sender of the letter. Letters 

that are still processed with manual 

disposition sheets include: (1) letters 

requesting research permits, observation 

permits or data collection from parties 

outside UNNES; (2) Requests for activity 

funds or delegations from UNNES 

students; (3) Letters requesting 

borrowing of places (rooms, fields) or 

equipment; (4) Other letters from various 

partners outside UNNES whose manual 

dispositions from the Dean or Vice Dean 

are addressed to officials below them 

consisting of the Head of Administration, 

Study Program Coordinator, Laboratory 

Coordinator sent by the Secretary of the 

Leadership or Letter Officer (Caraka) to 

be further processed according to the 

contents of the disposition. 

The use of letters with manual 

dispositions often slows down the flow 

of communication at the Faculty of Social 

and Political Sciences, Universitas Negeri 

Semarang. The process of sending 

physical letters from one party to another 

takes longer than a digital system that 

allows faster delivery and disposition, in 

addition, manual disposition is also very 

dependent on the presence of the leader 

so that disposition is often processed late 

because the letter stops too long on the 

desk of the relevant official. Therefore, all 

leaders and employees should take 

advantage of the online disposition 

facilities that are already available at 

MyUNNES-Siradi to be able to prevent 

various problems that may occur if using 

conventional or manual methods. The 

use of information and communication 

technology (ICT) plays an important role 

in increasing the efficiency of electronic 

communication in the office because it 

can save resources, streamline 
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administrative processes, and speed up 

the search and management of files or 

documents digitally. In addition, 

electronic correspondence supports the 

reduction of paper use, facilitates the 

delivery of information, and improves 

internal communication flows. Effective 

use of ICT has a positive impact, such as 

facilitating digital archiving, supporting 

electronic correspondence, and ensuring 

smooth administration, so that public 

trust in the organization or company also 

increases (Tiara et al., 2023). 

Furthermore, based on the results 

of the ANOVA test in table 4, it shows 

that the independent variable (X), 

namely the implementation of Standard 

Operational Procedures and the 

socialization of Standard Operational 

Procedures, has a significant and 

simultaneous or joint impact on the 

dependent variable (Y), namely financial 

performance. This result is shown by the 

p value in the F Test in table 3 which is 

smaller than 0.05. 

 

Table 3:. ANOVA Test Results 

  

Sum 

squa

re df 

Mean 

square F 

 

P 

value 

Total 0,337 26 0,000 0,000 0,00

0 

0,33

7 

Error 0,267 25 0,011 0,000 0,00

0 

0,26

7 

Regre-

ssion 

0,070 1 0,070 6,610 0,00

0 

0,07

0 

Source: Own Study from PLS Output, 

2024 

 

CONCLUSION  

Based on the results of the data 

and discussion, it can be concluded that 

empirically, correspondence 

management with manual disposition 

has a significant impact on employee 

performance in administrative services at 

the Faculty of Social and Political 

Sciences, Universitas Negeri Semarang. 

This means that if correspondence 

management with manual disposition is 

carried out orderly and well by related 

parties, especially officials or leaders and 

all employees, then employee 

performance in administrative services at 

the Faculty of Social and Political 

Sciences, Universitas Negeri 

Semarangwill also be good, so that in the 

research that is accepted is hypothesis 1 

(H1). 

Suggestions 

1. Correspondence management 

with manual disposition if it is still 

needed at the Faculty of Social and 

Political Sciences, Universitas Negeri 

Semarang, must be carried out orderly 

and well by related parties, especially 

officials or leaders and all employees or 

human resources so that it can guarantee 

administrative services at the Faculty of 

Social and Political Sciences, Universitas 

Negeri Semarang that are quality, fast, 

timely, effective and efficient. 

2. It is better to start socializing and 

implementing the use of online letter 

disposition that has been provided or 

facilitated by the Universitas Negeri 

Semarang (UNNES) Official Letter 

Information System because the 

digitization of letter disposition supports 

efficiency, security, sustainability, and 

better management compared to manual 

methods, while reducing risks and 

human errors. so that it can reduce 

various administrative problems that 

often arise from the use of manual 

disposition. 

 



 

10  Forum Ilmu Sosial 52 (2), December 2025, 1-12 

 

REFERENCES 

J. F. Hair, “Multivariate data analysis,” 

2009. 

K. A. Saputra and M. L. Famukhit, 

“Perancangan Sistem Informasi 

Pengelolaan Surat Masuk Dan 

Surat Keluar Pada MTs Guppi 

Jetiskidul,” Indones. J. Netw. 

Secur., vol. 3, no. 4, pp. 59–62, 

2014. 

S. Mulyono, Manajemen kearsipan dan 

dokumentasi. Yogyakarta: Gadjah 

Mada University Press, 2019. 

H. Haryadi, Manajemen kearsipan: 

Strategi pengelolaan dan 

pemanfaatan arsip secara optimal. 

Jakarta: PT Grasindo, 2023. 

I. G. S. M. Diyasa, N. M. I. M. Mandeni, 

and S. Sugiarto, “Analisis 

Perancangan Basis Data Sipam’s 

Berbasis Chronological Filling 

System,” in Prosiding Seminar 

Nasional Informatika Bela 

Negara, 2020, pp. 10–15. 

E. Muchtar and E. Effiyaldi, “Analisis 

Dan Perancangan Sistem 

Informasi Manajemen Surat 

Masuk Dan Surat Keluar Pada 

Dinas Kependudukan Dan 

Pencatatan Sipil Kota Jambi,” J. 

Manaj. Sist. Inf., vol. 4, no. 2, pp. 

193–204, 2019. 

W. J. Putri, “Analisis Kinerja Pegawai 

Dalam Pengelolaan Surat 

Menyurat Sesuai Tata Naskah 

Dinas (Studi: Sekretariat Kantor 

Camat Kumun Debai): Windi 

Jetisya Putri, M. Dhanny 

Alsunnah, Flora Lidia Sandi,” J. 

Adm. Nusant. Maha, vol. 3, no. 10, 

pp. 31–47, 2021. 

A. Kuswantoro, R. B. M. Ungu, W. D. 

Rahmahwati, and F. D. 

Rahmawati, “Manajemen Surat 

Masuk Dan Surat Keluar Di 

Universitas Negeri Semarang 

Melalui Siradi (Sistem Informasi 

Surat Dinas),” J. Pustaka Budaya, 

vol. 9, no. 1, pp. 42–49, 2022. 

N. Qur’atul‘Ain, S. Islamiyah, A. J. 

Abdillah, and R. A. Saputra, 

“Sistem Informasi Disposisi Surat 

Pada Badan Perencanaan 

Pembangunan Daerah Provinsi 

Sulawesi Tenggara,” Kesatria J. 

Penerapan Sist. Inf. (Komputer 

dan Manajemen), vol. 4, no. 2, pp. 

333–341, 2023. 

F. Yusuf, A. A. Muin, and N. Nisrawati, 

“Rancang Bangun Aplikasi 

Disposisi Persuratan Berbasis 

Mobile Apps,” J. Software, 

Hardw. Inf. Technol., vol. 2, no. 2, 

pp. 21–31, 2022. 

A. Dharmawan, “Sistem Informasi 

Administrasi Persuratan Pada 

Kantor Kecamatan Semarang 

Tengah,” Electro Luceat, vol. 8, no. 

2, pp. 58–66, 2022. 

T. Darmansah, M. B. Lubis, U. Hasanah, 

D. F. Sembiring, P. S. Ramadhani, 

and D. M. B. Lubis, “Transformasi 

Digital Dalam Manajemen 

Persuratan Terhadap Perubahan 

Proses dan Peran Teknologi,” 

Socius J. Penelit. Ilmu-Ilmu Sos., 

vol. 1, no. 11, 2024. 

A. Tiara, A. Fauzi, H. Dayanti, N. Sari, N. 

Khotimmah, and T. Roliyanah, 

“Efektivitas Penggunaan 

Teknologi Informasi dan 

Komunikasi Terhadap Tata 

Persuratan Elektronik (Literature 



 

Purwanto | Analysis of The Effect of Correspondence Management....  11 

 

Review Manajemen Sekuriti),” J. 

Ekon. Manaj. Sist. Inf., vol. 4, no. 5, 

pp. 843–849, 2023. 

A. W. Sembiring, K. Khoirunnisa, L. A. 

Tanjung, and T. Darmansha, 

“Analisis Kebutuhan Pelatihan 

Manajemen Persuratan Bagi 

Tenaga Administrasi,” Bhinneka J. 

Bintang Pendidik. dan Bhs., vol. 2, 

no. 3, pp. 152–167, 2024. 

R. M. Batubara, “Pentingnya manajemen 

kearsipan dalam mendukung 

kinerja organisasi,” J. Adm. 

Perkantoran, vol. 9 (2), pp. 123-

132., 2021. 

B. K. N. Indonesia, Peraturan Badan 

Kepegawaian Negara Nomor 16 

Tahun 2020 tentang Tata Naskah 

Dinas di Lingkungan Badan 

Kepegawaian Negara. Indonesia, 

2020. 

UNNES, Buku Pedoman Tata Naskah 

Dinas Universitas Negeri 

Semarang (UNNES) tahun 2023. 

Semarang, 2023. 

M. P. Wibowo, R. Almaajid, S. F. A. 

Simatupang, L. Sumayyah, and T. 

Darmansah, “Urgensi Manajemen 

Persuratan Dalam Meningkatkan 

Kinerja Guru Di Sekolah Mis 

Cendikia Insani Al-Washliyah,” J. 

Nuansa Publ. Ilmu Manaj. dan 

Ekon. Syariah, vol. 2, no. 2, pp. 

223–234, 2024. 

A. H. Habibah, A. P. Azzahra, N. S. 

Siregar, O. K. R. Fathurrahman, 

and T. Darmansyah, “ANALISIS 

EFISIENSI SISTEM 

MANAJEMEN PERSURATAN 

DALAM MENINGKATKAN 

KOMUNIKASI ORGANISASI DI 

SEKOLAH,” Algebr. J. 

Pendidikan, Sos. dan Sains, vol. 4, 

no. 2, pp. 19–24, 2024. 

R. M. Batubara, “Pentingnya manajemen 

kearsipan dalam mendukung 

kinerja organisasi,” J. Adm. 

Perkantoran, vol. 9(2), pp. 123–

132, 2021. 

T. Darmansah, N. M. Lubis, R. Jannah, 

and T. Amanda, “Peran 

Manajemen Persuratan Dalam 

Menjaga Keamanan Informasi 

Persuratan,” J. Pendidik. Sos. Dan 

Konseling, vol. 2, no. 1, pp. 152–

159, 2024. 

I. G. Wursanto, Manajemen kearsipan. 

Yogyakarta: Kanisius, 2007. 

A. Sedianingsih, D., Mustikadara, F., & 

Sholihah, “anajemen kearsipan 

dalam meningkatkan mutu 

pelayanan publik,” J. Adm. 

Kantor, vol. 8(1), pp. 33–48, 2020. 

S. Handayaningrat, Pengantar studi ilmu 

administrasi dan manajemen. 

Jakarta: PT Toko Gunung Agung., 

1996. 

Y. Hadijaya, Administrasi pendidikan. 

Medan: Perdana Publishing, 2012. 

E. Sutrisno, Manajemen Sumber Daya 

Manusia, 8th ed. Jakarta: 

Prenadamedia Group., 2016. 

M. Abdullah, Manajemen dan evaluasi 

kinerja karyawan. Yogyakarta: 

Aswaja Pressindo, 2014. 

P. L. Sinambela, Teori Pengukuran Dan 

Implikasi. Yogyakarta: Graha 

Ilmu, 2012. 

L. Meria and F. Tamzil, “Pengaruh 

efikasi diri terhadap kesiapan 

untuk berubah dan kinerja 

karyawan,” in Forum ilmiah, 2021, 

pp. 279–290. 



 

12  Forum Ilmu Sosial 52 (2), December 2025, 1-12 

 

S. P. and M. C. Robbins, Robbins, 

Stephen P. and Mary Coulter. 

2016. Manajemen, Jilid 1 Edisi 13 

Erlangga, Jakarta. Jakarta: 

Erlangga, 2016. 

N. Aziz and I. J. Dewanto, “Model 

penilaiann kinerja karyawan 

dengan personal balanced 

scorecard:(studi kasus Universitas 

Tangerang Raya),” MAMEN J. 

Manaj., vol. 1, no. 2, pp. 168–177, 

2022. 

A. et al. JULIANDI, Mengolah data 

penelitian bisnis dengan SPSS. 

Lembaga Penelitian dan Penulisan 

Ilmiah AQLI, 2018. Accessed: Mar. 

15, 2024. [Online]. Available: 

https://books.google.co.id/books?

hl=id&lr=&id=X8xwDwAAQBAJ

&oi=fnd&pg=PA1&dq=juliandi+2

018+mengolah&ots=IGEbNKBEB

W&sig=LHDBxiSGv_PaQuCXBi

mCZDAfBHU&redir_esc=y#v=on

epage&q=juliandi 2018 

mengolah&f=false 

I. Ghozali, “Aplikasi analisis multivariete 

dengan program IBM SPSS 23,” 

2016. 

 


