
 

 

DAFTAR ISI 

LEMBAR PENGESAHAN 

PERNYATAAN KEASLIAN SKRIPSI 

RIWAYAT HIDUP 

MOTTO HIDUP 

ABSTRAK ................................................................................................  i 

KATA PENGANTAR ...............................................................................  iii 

DAFTAR ISI  ............................................................................................  iv 

DAFTAR TABEL  .....................................................................................  ix 

DAFTAR GAMBAR  ................................................................................  xiv 

BAB I PENDAHULUAN  

1.1 Latar Belakang Masalah  .................................................  1 

1.2 Identifikasi Masalah  .......................................................  9 

1.3 Rumusan Masalah  ..........................................................  10 

1.4 Tujuan Penelitian  ...........................................................  11 

1.5 Kegunaan Penelitian  ......................................................  11 

1.6 Kerangka Pemikiran  .......................................................  12 

1.7 Hipotesis  ........................................................................  16 

BAB II TINJAUAN PUSTAKA  

2.1 Penelitian Terdahulu  ......................................................  18 

2.2 Tinjauan Teoritis  ............................................................  20 

2.2.1 Pengertian Administrasi  .....................................  20 

2.2.2 Pengertian Arsip dan Kearsipan  ..........................  22 

2.2.3 Fungsi dan Tujuan Pengelolaan Kearsipan  ..........  24 

2.2.4 Jenis Arsip ..........................................................  25 

2.2.5 Sistem Penyimpanan dan Klasifikasi Arsip   ........  25 

2.2.6 Ciri-ciri Sistem Kearsipan yang Baik  ..................  27 

2.2.7 Pengelolaan Kearsipan  .......................................  28 

2.2.8 Kompetensi Arsiparis  .........................................  30 

2.2.9 Syarat-syarat Arsiparis  .......................................  31 

2.2.10 Pengertian Efisiensi Kerja  ..................................  34 



 

 

2.2.11 Faktor yang Memengaruhi Efisiensi Kerja  ..........  36 

2.2.12 Sumber Efisiensi  ................................................  37 

2.2.13 Pengaruh Kompetensi Arsiparis Terhadap Efisiensi Kerja 

Pegawai  ..............................................................  37 

BAB III METODOLOGI PENELITIAN  

3.1 Metode Penelitian  ..........................................................  39 

3.2 Populasi dan Sampel  ......................................................  40 

3.2.1 Populasi  ..............................................................  40 

3.2.2 Sampel  ...............................................................  41 

3.3 Jenis Data  ......................................................................  41 

3.4 Variabel Penelitian  .........................................................  42 

3.5 Teknik Pengumpulan Data  .............................................  45 

3.6 Teknik Analisis Data  ......................................................  47 

3.7 Pengukuran Data  ............................................................  47 

3.8 Pengujian Instrumen Penelitian  ......................................  49 

3.8.1 Uji Validitas  .......................................................  49 

3.8.2 Uji Realibilitas  ...................................................  52 

3.9 Pengujian Hipotesis  .......................................................  54 

3.9.1 Analisis Regresi Linier Berganda  .......................  54 

3.9.2 Uji T ...................................................................  57 

3.9.3 Uji F  ...................................................................  57 

3.9.4 Analisis Koefisiensi Determinasi  ........................  58 

3.10 Tempat dan Jadwal Penelitian  ........................................  60 

3.10.1 Tempat Penelitian  ...............................................  60 

3.10.2 Jadwal Penelitian  ................................................  60 

BAB IV  HASIL DAN PEMBAHASAN 

4.1 Gambaran Umum Badan Perencanaan Pembangunan         Daerah Kota 

Bandung  ........................................................................  61 

4.1.1 Sejarah Singkat  ...................................................  61 

4.1.2 Profil Badan Perencaan Pembangunan Kota        Bandung  

 ............................................................................ 64 



 

 

4.1.3 Visi dan Misi  ......................................................  65 

4.1.3.1 Visi .....................................................  65 

4.1.3.2 Misi  ....................................................  65 

4.1.4 Struktur Organisasi  .............................................  66 

4.1.5 Tugas Pokok dan Fungsi  .....................................  69 

4.2 Deskripsi Hasil Penelitian  ..............................................  76 

4.2.1 Kompetensi Arsiparis  .........................................  78 

4.2.1.1 Tanggapan Responden Mengenai             Ketelitian  

 ................................................................ 79 

4.2.1.2 Tanggapan Responden Mengenai         Kecerdasan  

 ................................................................ 87 

4.2.1.3 Tanggapan Responden Mengenai             Kecekatan  

 ................................................................ 95 

4.2.1.4 Tanggapan Responden Mengenai              Kerapian  

 ................................................................ 102 

4.2.2 Efisiensi Kerja Pegawai  ......................................  110 

4.2.2.1 Tanggapan Responden Mengenai        Kesadaran  

............................................................... 111 

4.2.2.2 Tanggapan Responden Mengenai           Keahlian  

............................................................... 115 

4.2.2.3 Tanggapan Responden Mengenai              Disiplin  

............................................................... 119 

4.3 Pengujian Instrumen Penelitian  ......................................  127 

4.3.1 Analisis Hasil Uji Validitas  ................................  127 

4.3.2 Analisis Hasil Uji Reliabilitas  .............................  130 

4.4 Pengujian Hipotesis dan Pembahasan  .............................  132 

4.4.1 Hasil Analisis Regresi Linier Berganda  ..............  132 

4.4.2 Hasil Uji t  ...........................................................  134 

4.4.3 Hasil Uji F  ..........................................................  136 

4.4.4 Hasil Analisis Koefisien Determinasi ..................  137 

 



 

 

4.5 Pembahasan  ...................................................................  139 

4.5.1 Pengaruh Ketelitian Terhadap Efisiensi Kerja      Pegawai  

 ............................................................................ 139 

4.5.2 Pengaruh Kecerdasan Terhadap Efisiensi Kerja   Pegawai  

 ............................................................................ 141 

4.5.3 Pengaruh Kecekatan Terhadap Efisiensi Kerja     Pegawai  

 ............................................................................ 142 

4.5.4 Pengaruh Kerapian Terhadap Efisiensi Kerja       Pegawai  

 ............................................................................ 144 

4.5.5 Pengaruh Ketelitian, Kecerdasan, Kecekatan, dan Kerapian 

Terhadap Efisiensi Kerja Pegawai  ......................  146 

BAB V  PENUTUP 

5.1 Kesimpulan  ....................................................................  148  

5.2 Saran ..............................................................................  151 

5.2.1 Saran Teoritis ........................................................  151 

5.2.2 Saran Praktis  .........................................................  152 

DAFTAR PUSTAKA  ...............................................................................  153 

 

 

 

  



 

 

 


