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Abstract  

This research aims to determine the process of managing and utilizing office facilities and 

infrastructure in the Human Capital Department of PT X. The research method used is 

qualitative research descriptive analysis which involves researchers directly with the situation 

in the field so that researchers will more easily understand the processes carried out and the 

obstacles that occur in the management and utilization of office facilities and infrastructure 

carried out in the field. In this qualitative research, researchers observe objects in depth by 

collecting data about the object being studied and analyzing the data. Data collection 

techniques were obtained through observation, interviews, documentation and literature study. 

This research is expected to provide new knowledge regarding the process of managing and 

utilizing office facilities and infrastructure to support administrative activities carried out in 

the Human Capital Department of PT X. 
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1. Introduction 

The company's role in providing good office facilities and infrastructure is very necessary 

so that company operational activities such as administrative activities can be carried out 

optimally. These administrative activities refer to the various tasks and responsibilities 

required to maintain the smooth and efficient operation of a company.  

Office facilities and infrastructure are very important in supporting administrative 

activities, because they provide the necessary environment for administrative staff to carry out 

their duties. This includes physical environments such as offices, workspaces, meeting rooms 

as well as technological infrastructure such as computers, laptops, networks, software and 

telephones. The condition of office facilities and infrastructure influences the work 

implementation process. If the condition of office facilities and infrastructure is not in good 

condition, the work completion process will be hampered and cannot be completed on time 

(Aula & Nugraha, 2020). It is important to provide a comfortable and ergonomic workplace 

for administrative staff to ensure their well-being and productivity. This includes having 

appropriate furniture such as chairs and tables. It is also important to have good lighting and 

temperature control to create a comfortable working environment. 

To create employee comfort at work, adequate facilities and infrastructure are needed. 

Therefore, these facilities and infrastructure must be managed well. According to Bafdal (Putri 

et al., 2023) management of facilities and infrastructure is a cooperative procedure in an effort 

to utilize all equipment effectively and is part of the implementation which includes planning, 

prequalification, procurement, storage, maintenance and supervision. The aim of managing 

facilities and infrastructure is to create a safe and comfortable workplace for employees, 

maintain operational efficiency and reduce costs. Thus, well-managed facilities and 

infrastructure will have a positive influence on the work environment in a company. 

 

2. Literature Review 

2.1 Facilities and Infrastructure Management 

2.1.1 Definition 

       According to Rohiat (Nurbaiti, 2021) management of facilities and 

infrastructure is arranging all materials or other needs to carry out an effective and 

efficient work process. Management of office facilities and infrastructure is needed 

to create an efficient and conducive work environment that supports business goals 

and increases employee productivity.  

       Management of facilities and infrastructure can also be interpreted as the entire 

process of procurement and utilization of office equipment and supplies which 

directly or indirectly supports the implementation of work to achieve effective and 

efficient company goals (Putri et al., 2023). Management of office facilities and 

infrastructure is important to creating a safe, comfortable and efficient work 

environment that can support business goals and increase employee productivity. 

       Facilities and infrastructure management is a series of activities starting from 

planning, organizing, and monitoring carried out by an organization by utilizing 

components to optimize the achievement of organizational goals (Ramadhani et al., 

2023). Failure to implement effective management of facilities and infrastructure 
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can have a significant impact on the organization, causing increased costs, decreased 

productivity, and decreased business competitiveness. 

 

2.1.2 Scope of Facilities and Infrastructure Management 

Facilities and infrastructure management is the entire process of planning, 

procurement, utilization, and supervision of facilities and infrastructure that are 

commonly used to support activities carried out in the company (Sutisna & Effane, 

2022). The scope of facilities and infrastructure management includes: 

1) Planning, is a series of activities to create a detailed procurement plan for goods 

according to office needs. Planning is carried out to carefully prepare plans for 

purchasing and procuring office needs. 

2) Procurement, is a series of activities to provide various types of office facilities 

and infrastructure that suit needs. Procurement is carried out as a form of 

realization of planning that has been carried out previously. 

3) Storage, activities carried out to accommodate office goods resulting from 

procurement. Effective storage involves monitoring inventory levels, 

implementing storage policies and procedures, and developing strategies to 

minimize storage costs and maximize storage space utilization. 

4) Maintenance, is an activity carried out to monitor and prevent damage that may 

occur to office goods so that office equipment and supplies can be used in good 

condition. Effective maintenance includes regularly monitoring and inspecting 

office facilities and infrastructure to ensure that they are functioning properly 

and to detect and resolve problems before they become more serious and costly 

to resolve. 

5) Removal, is the final part of a series of activities for managing office facilities 

and infrastructure. Effective write-offs involve getting rid of assets that are no 

longer needed or damaged. This activity is carried out to ensure that these items 

are disposed of in an environmentally responsible manner. 

 

2.2 Office Facilities and Infrastructure 

2.2.1 Definition 

 According to the Kamus Besar Bahasa Indonesia, facilities means are 

anything that can be used as a tool to help achieve goals. Office facilities are an 

important aspect of any business, as they play a role in providing the environment 

necessary for employees to carry out their duties effectively. Office facilities 

include everything from furniture, such as tables and chairs, to technology, such as 

computers and information technology systems. Another important aspect of office 

facilities is the storage of important documents and records, which are necessary 

for daily operations. Meanwhile, infrastructure is everything that is used as the 

main support for the implementation of office facilities and infrastructure (Herlina, 

2019).  

The types of facilities that are usually used in the office consist of office 

equipment such as pens, paper, envelopes, printer ink, cutters, scissors, paper 

punches, paper clips, and others. Office machines include scanners, printers, 
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telephones, computers, laptops. Office furniture consists of tables, chairs, sofas, 

filing cabinets. The office interior includes flower vases, mirrors, employee photos, 

award certificates and award trophies. Meanwhile, the types of infrastructure found 

in offices include meeting rooms, work rooms, leadership rooms, office equipment 

storage rooms, archive storage rooms, office lobbies, toilets, and prayer rooms or 

mosques (Topan et al., 2024) 

 

2.2.2 Various Office Facilities and Infrastructure 

       According to Atmojo (‘Aisy et al., 2024) the various office facilities and 

infrastructure are as follows: 

1) Office Equipment or Supplies 

Office equipment or supplies are everything that an employee uses in the 

workplace to help complete their work. The equipment and supplies used are 

office assets that are consumables and non-consumables. 

2) Office Machines 

Office machines are mechanical or electrical devices used to assist work in the 

office environment. This office machine functions to increase employee 

productivity. 

3) Office Furniture 

Office furniture is all types of furniture used in the office environment for 

employee comfort and productivity. Office furniture has various designs, 

sizes, and materials used to suit office needs. 

4) Office Interior 

Office interior refers to the aesthetic and functional aspects of office space, 

including furniture, lighting, paint colors, and office space decoration. This 

can include layout planning and space utilization as well as visual components. 

 

2.3 Administrative Activities 

       The administration is a series of structuring activities in each main job and other 

activities designed to achieve goals carried out by a group of people collaborating with 

each other (Dewi et al., 2020). Administrative activities are necessary for efficient and 

effective operational activities in any organizational environment. These activities involve 

a variety of duties and responsibilities that help maintain the functioning of the 

organization, including management of financial records, human resources, information 

and communications technology, and office facilities. According to Samsudin (Zega, 

2022) in essence administrative activities include a series of activities starting from 

planning, organizing (arranging and compiling), directing (giving instructions), 

supervising, controlling, to carrying out things within the organization in an orderly 

manner.  

       According to Silalahi (Marliani, 2019), the definition of administration in the narrow 

sense is defined as administrative activities in a company or organization. Administrative 

activities are recording activities in the office, such as writing letters and compiling 

reports. The administrative activities in question are those related to collecting, recording, 

processing, duplicating, sending, and storing activities. 
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       Office facilities and infrastructure are used to support administrative activities. 

Therefore, office facilities and infrastructure are important things to pay attention to 

because they can help employees complete their work more effectively and efficiently. 

Then these facilities and infrastructure must also be managed optimally by paying 

attention to every series of management carried out from planning to elimination. 

 

3. Material and Method 

       This research was conducted at PT X. Location selection is based on the availability of 

data needed by researchers based on preliminary studies that have been carried out. Then 

researchers collected additional data in April 2024.  

       The sampling technique uses a non-probability sampling technique with a purposive 

sampling method. According to Maxwell (Firmansyah & Dede, 2022) Purposive Sampling 

is a sampling strategy where certain informants and events are chosen deliberately to 

provide important data and information that cannot be obtained from other choices. The 

purposive Sampling Technique is a sample selection technique based on the researcher's 

knowledge of the research problem formulation. Researchers will select samples that are 

appropriate to their research and can provide the necessary information. The reason for 

selecting informants was because these employees had direct involvement in administration 

and management activities as well as the use of office facilities and infrastructure in the 

Human Capital Department. The data collection techniques used are: 

1) Observation 

Observation can be interpreted as observations made about the problem being studied. 

Observations are carried out to explain and describe the problems that occur.  

2) Interview 

Interviews were conducted with direct communication between researchers and 

informants. This direct communication was carried out by researchers by asking 

questions and answers to informants according to the interview guidelines that had been 

created. The questions asked adapt to the research topic. 

3) Documentation 

The documentation required by researchers is in the form of photos of office facilities 

and infrastructure as well as photos during interview sessions with informants. This 

documentation aims to complete research data. 

4) Literature Study 

In this case, the researcher collects data by reviewing several opinions and theories 

sourced from previous research reports, theses, journals, scientific essays and other 

written sources that are relevant to the object under study. 

  

3.1 Design Study 

       The research method used is qualitative research. Qualitative research is research 

conducted in certain settings in real life (natural) to investigate and understand a 

phenomenon (Adlini et al., 2022). This research method focuses on a person's behavior 

and experiences by trying to understand how a person thinks, feels, and acts in a particular 

context or situation.  In this qualitative research, the researcher observes the object in depth 

by collecting data about the object being studied and analyzing the data. The type of 
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research used is a case study, namely a research design that studies a phenomenon in the 

natural environment, rather than controlling conditions or manipulating variables. This 

qualitative research involves researchers directly with the situation in the field so that 

researchers will more easily understand the context of the phenomenon situation according 

to the topic being studied. By understanding the conditions of a context, researchers can 

describe in depth a picture of the actual situation according to what is happening in the 

field.  

 

3.2 Data Analysis 

       Data analysis techniques are steps to describe the analytical techniques that 

researchers will use to analyze the data that has been collected, including testing it. In this 

research, researchers used data analysis techniques from Miles and Huberman 

(Wahyuningrum, 2018) with the statement that analysis activities on qualitative data are 

carried out interactively and continuously until completion, which means that where, 

when, and to whom the questions are asked, the results of the answers will remain the 

same. or consistent. The data analysis technique used by researchers in this research 

consists of four stages, namely as follows: 

1) Data Collection 

In this stage, the researcher obtains data by carrying out the data collection process 

through observation and interviews in the form of written notes. Apart from that, 

researchers also obtained data from various other additional data sources originating 

from previous research reports, journals and other written electronic sources. 

2) Data Reduction 

In this data analysis technique, the researcher provides a detailed description and then 

continues by presenting the description into data that is clear and easy to understand. 

Data reduction is carried out by analyzing any new data obtained from informants. In 

this research, data reduction was carried out by focusing on data related to the 

management of facilities and infrastructure used by employees in carrying out 

administrative activities. 

3) Data Presentation 

In presenting this data, researchers collect information which is then arranged based 

on the necessary categories or groupings. Data presentation starts from the results of 

interviews with several informants. Next, the results of the interview are understood 

and collected according to the problem formulation. The next stage is to present the 

data in report form according to the research data obtained. 

4) Draw conclusions 

It is hoped that drawing conclusions can answer each problem formulation in this 

research. In addition, in drawing appropriate conclusions in this research, efforts were 

made to verify the data obtained during the research. The data and information that 

have been collected from several informants will then be explained based on 

descriptive paragraphs in the form of a description of the research objectives related 

to the management of facilities and infrastructure to support administrative activities.  
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3.3 Data Validity Techniques 

       The data validity technique in this research uses triangulation techniques.  

Triangulation is a data analysis approach that synthesizes data from various sources 

(Susanto et al., 2023). This triangulation technique utilizes other evidence to strengthen 

evidence from several different informants. Researchers test each different source of data 

and evidence to support a research theme.  

       In this study, researchers used data source triangulation techniques. In this technique, 

researchers compare and review the level of confidence in the data obtained by comparing 

one person's views with other people regarding the same thing. Apart from that, 

researchers also compared the results of interviews with several document studies. This 

technique is used so that researchers can obtain accurate data and different views from 

each source of information obtained. 

 

4. Result 

Based on the results of the interviews that have been conducted, it can be concluded that 

the process of managing office facilities and infrastructure carried out in the Human Capital 

Department of PT X, the planning process is carried out by adjusting the needs of each 

employee. only. with a coordinator who collects a list of needs and makes requests for goods. 

The procurement process is carried out manually using forms and the procurement process 

does not have a routine schedule, it is only adjusted to employee needs. Storage processes such 

as stationery are stored in drawers but are not organized, employees also have drawers under 

their desks to store their items, there is no special storage area for office machines, they are 

only placed in places that are easily accessible to employees. The unscheduled maintenance 

process only carries out repairs if there is a problem. The deletion process is carried out on 

documents that have been digitized and then destroyed using a paper shredder or burned so 

that it is more effective and does not take a long time. 

 From the resulting data, it can be concluded that there are obstacles in the process of 

managing office facilities and infrastructure in the Human Capital Department of PT X. At the 

planning stage, there was an obstacle, namely changes to the list of needs for goods that had 

been planned because the stock of goods was not available in the cooperative. Then at the 

procurement stage, the obstacle that occurs is that the general section which handles the goods 

request form takes a long time to follow up on the form because of the large number of requests 

from other parties and because submissions are still done manually using a form, sometimes 

the form is mixed up with other forms in general Affair. At the storage stage, obstacles occur 

with large items because there is no space available and as a result of placing the items in an 

unorganized storage area, the items become mixed up and difficult to find when they want to 

be used. Furthermore, in the maintenance process obstacles occur when there is damage to the 

equipment that requires special expertise so you have to wait for a second party to repair it. 

Then the obstacle that occurs in the deletion process is that because there is only one paper 

shredder machine, the process of destroying large amounts of documents must be carried out 

alternately. And not to mention the machine suddenly erroring because of the large number of 

documents that had to be destroyed. 

  From the resulting data, it can be concluded that there are obstacles in the process of 

managing office facilities and infrastructure in the Human Capital Department of PT X. At the 
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planning stage, there was an obstacle, namely changes to the list of needs for goods that had 

been planned because the stock of goods was not available in the cooperative. Then at the 

procurement stage, the obstacle that occurs is that the general section which handles the goods 

request form takes a long time to follow up on the form because of the large number of requests 

from other parties and because submissions are still done manually using a form, sometimes 

the form is mixed up with other forms in general affair. At the storage stage, obstacles occur 

with large items because there is no space available and as a result of placing the items in an 

unorganized storage area, the items become mixed up and difficult to find when they want to 

be used. Furthermore, in the maintenance process obstacles occur when there is damage to the 

equipment that requires special expertise so that you have to wait for a second party to repair 

it. Then the obstacle that occurs in the deletion process is that because there is only one paper 

shredder machine, the process of destroying large amounts of documents must be carried out 

in turns. And not to mention the machine suddenly erroring because of the large number of 

documents that had to be destroyed. 

  

5. Discussion 

Having good management of office facilities and infrastructure can provide comfort and 

make it easier for employees to carry out their work. Management of office facilities and 

infrastructure should be carried out jointly by involving all employee elements so that the 

office facilities and infrastructure used can help improve employee performance (Hartadi et 

al., 2022). The process of managing office facilities and infrastructure starts from the planning, 

procurement, storage, maintenance, and deletion stages. According to Suharyadi & Jabar, good 

planning can prevent problems such as purchasing errors or waste (Manurung et al., 2020). 

Planning for facilities and infrastructure needs in the Human Capital Department of PT X is 

not carried out routinely. Planning is done by monitoring the items needed by employees and 

monitoring the stock of goods available in the department. If the stock of goods starts to run 

out, then planning is carried out by making a list of goods according to employee needs to 

submit requests for new goods. This description is in line with research conducted by Nurul, 

Fizian, and Sabri, namely that the planning of facilities and infrastructure is always 

programmed by adapting to needs and involving all parties in planning office needs (Isnaini et 

al., 2021). 

The procurement process at Human Capital Department of PT X is carried out manually 

using the goods request form. If the list of items needed by each employee has been collected, 

then a coordinator creates an item request form. This form will later be checked and approved 

by the Section Manager and also the Head of Department. If it has been approved, the form 

can be given to the general section of the Company Secretariat. Furthermore, if processing in 

the general section has been completed, procurement of goods can be carried out at the 

cooperative by showing this form. In line with research conducted by Novita, Deka, and 

Rusyati (Wulandari et al., 2023), procurement of facilities and infrastructure is carried out by 

submitting the requirements that have been approved by the leadership, then handed over to 

the relevant parties. for follow-up, after that the waiting process, then the required requirements 

will be achieved. Determining the needs for facilities and infrastructure is adjusted to what 

each employee needs. According to Helsa & Arlis (Ibrahim et al., 2022), a needs analysis is 
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carried out to obtain information about the type, quantity and quality of facilities and 

infrastructure needed. 

Storage of procurement goods in Human Capital Department of PT X, such as stationery, 

is stored in a drawer that is shared and there is also a private drawer under each employee's 

desk, and items that are quite large are stored in the corner of the room so as not to disturb the 

employee's work. According to Priansa & Garnida (Putri et al., 2023) one of the requirements 

for storage is ensuring the security of the place so that it is not easily accessible by unauthorized 

parties both inside and outside the company. Because not all goods that have gone through the 

procurement process are immediately used, to maintain the security of these facilities and 

infrastructure they need to be stored properly so that they can be used later if needed. The 

process of managing facilities and infrastructure must be carried out carefully in choosing a 

place to store goods, starting from the layout of the goods to the condition of the room used 

(Alwi et al., 2021). 

Maintenance is storing, caring for and maintaining goods according to the type of goods 

to remain safe and durable (Fatmawati et al., 2019). Maintenance of facilities and infrastructure 

in the Human Capital Department of PT X is only carried out if damage occurs. Maintenance 

is not carried out regularly, in other words there is no routine schedule for the process of 

maintaining these facilities and infrastructure. Therefore, this maintenance is included in 

repressive and emergency maintenance because maintenance is carried out when equipment or 

goods are damaged. According to Nurabadi (Isnaini et al., 2021) emergency treatment is 

carried out for unexpected damage and if it is not handled immediately it will cause detrimental 

consequences. In the Human Capital Department of PT X, if there is damage to facilities and 

infrastructure beyond capacity, such as damage to the air conditioner, internet network, or 

damage to office machines, maintenance is usually carried out by a second party who has 

special expertise in dealing with the damage. Special technicians are needed to help handle and 

maintain facilities and infrastructure so that there are no employees who double as technicians 

who can hinder the main work (Fidiyawati & Purwanto, 2020). 

Removal is the final activity of the process of managing office facilities and infrastructure 

which is carried out using a certain mechanism. The removal process is carried out for facilities 

that can no longer be used optimally. The deletion process at Human Capital Department of 

PT X is carried out for documents over 5 years old or papers that are no longer used. Before 

being destroyed, the document was confirmed to have been scanned as a form of digital 

archive. The documents are destroyed using a paper shredder, but if there are a large number 

of documents that need to be destroyed then to save time they are destroyed by burning. 

Destruction is the activity of physically destroying documents that have ended their shelf life 

and have no use value, are illegible, damaged, and cannot be recognized in terms of content or 

form (Maisharoh et al., 2021). According to Kompri (Nasrudin & Maryadi, 2019) there are 

several considerations made in the write-off process. These namely goods that are damaged, 

repairs that require relatively large costs and goods that do not meet needs. Furthermore, 

according to Huda (Vanista et al., 2024) the aim of eliminating facilities and infrastructure is 

to reduce losses in maintenance costs for facilities and infrastructure that are damaged and 

cannot be reused, lighten the workload for inventory implementation, and prevent wastage of 

costs for facilities and infrastructure. infrastructure. 
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Based on interview data, it was stated that the informant also felt several obstacles that 

occurred related to the process of procuring office facilities and infrastructure. Obstacles in the 

procurement process that occur due to submitting requests for goods are still done manually, 

namely by using forms. The obstacles that occur in the procurement process are usually the 

goods request form that has been submitted, sometimes it is lost by the second party because 

the form is mixed up with other forms so that the procurement process is hampered. The 

process of submitting goods which is still carried out manually using forms is a factor 

inhibiting the realization of goods procurement. Manual processes carried out using paper are 

at risk of being lost due to being mixed up with other documents in the general section. 

Research conducted by Agus, Zaenal, and Sigit (Setyawan et al., 2019) states that reporting 

for purchases of goods at companies requires one form to be filled in. Creating a computerized 

goods procurement system will help make it easier for employees to find information on 

purchasing requested goods. The results of this research state that a web-based goods 

procurement application is needed to simplify the goods procurement process. Creating an 

application for procurement of goods is an effort to reduce paper waste and reduce the risk of 

forms being mixed up with other forms or even forms being lost which could hinder the 

realization of procurement of goods. 

The informant also explained that there were obstacles in the process of storing office 

facilities and infrastructure. Obstacles occur with items that are quite large because there is no 

place to store them, so these items are usually placed in the corner of the room so as not to 

interfere with employee work. One good and correct way to store large items is that they don't 

need to be put in a cupboard but placed in a fairly safe and comfortable place (Amalia & 

Maryati, 2021). Management of facilities and infrastructure is required to choose the right 

place to store office equipment, must pay attention to the layout of items so that they do not 

look messy and pay attention to the condition of the room used (Alwi et al., 2021). Then 

obstacles also occur due to the less neat arrangement of procurement goods. Some storage 

areas are still mixed with stationery, documents, or books, making it difficult to find items to 

be used. The disorganized arrangement of office equipment makes it difficult to get the 

equipment needed. Therefore, storage of office facilities and infrastructure must be placed 

regularly and well organized (Putri et al., 2023). The purpose of storing office goods is so that 

they are not easily damaged, so that there is no loss of goods, so that the goods are neatly 

arranged so that they are easy to find if you want to use the goods (Daraba et al., 2018). 

 

6. Conclusion, Implication, and Recommendation 

6.1 Conclusion 

       Based on the analysis that has been carried out on research data, the following 

conclusions and research were carried out: 

1) The planning process is carried out by adjusting the needs of each employee. The 

procurement process is carried out manually using a goods request form. Storage 

processes such as stationery are stored in drawers and office machines are placed 

in places easily accessible to employees who want to use them. The maintenance 

process only carries out repairs if there is damage. The deletion process is carried 

out on documents that are more than 5 years old and have been digitized. 
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2) An obstacle at the planning stage is that the items planned for stock are not 

available in the cooperative. Procurement problems occur when shipping forms are 

mixed up or lost in the general section. Storage problems occur due to the 

placement of items that are not properly arranged. Maintenance problems occur 

when there is damage to the equipment that requires special expertise so you have 

to wait for a second party to repair it. The obstacle in the deletion process is that 

there is only one paper shredder to destroy documents. 

3) Utilization of office facilities and infrastructure is carried out to support 

administrative activities or other work. Office facilities commonly used consist of 

tables, chairs, computers, office machines, laptops, notebooks, meeting cameras, 

whiteboards, LCDs, projectors, TVs, filing cabinets, filling cabinets. Meanwhile, 

the infrastructure used is office space, leadership room, meeting room, multi-

purpose building.  

 

6.2 Implications 

1) Theoretical Implications 

       The research results obtained support previous research conducted by (Putri et 

al., 2023), (Isnaini et al., 2021), (Manurung et al., 2020), (Ramadhani et al., 2023), 

(Rismawati & Rafiie, 2022), (Rismawati & Rafiie, 2022), (Herlina, 2019), (Hartadi 

et al., 2022), (Afif et al., 2023) from research results show that good management 

of facilities and infrastructure is necessary for achieve organizational goals. In this 

case, employees need adequate support from facilities and infrastructure to carry out 

their work. 

2) Practical Implications 

       The results of this research state that the management of office facilities and 

infrastructure in the Human Capital Department of PT X has been carried out well 

even though there are still obstacles that occur. The planning and procurement 

process is carried out by adjusting employee needs. There is storage space available 

for the items to be purchased, but for large items there is no storage space available 

so they are only placed in the corner of the room and placing the items in a storage 

area that is not well organized causes the items to be mixed up and difficult. to know 

when they want to use it. Maintenance is carried out regularly by cleaning the work 

space every day and having technicians to handle damaged items that require special 

care. Deletion is carried out on documents that are no longer used using a paper 

shredder. Demolition was carried out to make room for more space. Good 

management of facilities and infrastructure makes employees feel comfortable in 

utilizing the facilities provided to support their work. 

 

6.3 Recommendations 

       Based on the discussion and conclusions that have been described, the researcher 

provides several recommendations that can be taken into consideration as 

improvements in further research: 

- It is hoped that further research can be carried out in various departments to 

complement the research that has been carried out. 
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- Future research can use a quantitative approach to measure the effectiveness of the 

management of office facilities and infrastructure implemented. 

 

7. References 

‘Aisy, F. A. R., Wolor, C. W., & Marsofiyati, M. (2024). Analisis Pemeliharaan Sarana 

Dan Prasarana Kantor Pada PT. Radiant Utama Interinsco. JOURNAL OF 

ADMINISTRATIVE AND SOCIAL SCIENCE, 5(1), 25–40. 

https://doi.org/10.55606/JASS.V5I1.743 

Adlini, M. N., Dinda, A. H., Yulinda, S., Chotimah, O., & Merliyana, S. J. (2022). Metode 

Penelitian Kualitatif Studi Pustaka. Edumaspul: Jurnal Pendidikan, 6(1), 974–980. 

https://doi.org/10.33487/edumaspul.v6i1.3394 

Afif, M. R., Wolor, C. W., & Marsofiyati. (2023). Analisis Pemanfaatan Sarana dan 

Prasarana pada May Bank Sudirman. IJM: Indonesian Journal of Multidisciplinary, 

1(5), 1–7. https://journal.csspublishing/index.php/ijm 

Alwi, A., Sarbini, M., & Kohar, A. (2021). PERAN MANAJEMEN SARANA DAN 

PRASARANA DALAM MENINGKATKAN MUTU PEMBELAJARAN DI SMK 

BINA SEJAHTERA 4 KOTA BOGOR. Cendikia Muda Islam: Jurnal Ilmiah, 1(02), 

245–260. 

https://www.jurnal.staialhidayahbogor.ac.id/index.php/cendikia/article/view/2189 

Amalia, L., & Maryati, M. (2021). Pengelolaan sarana dan prasarana pendidikan di 

madrasah aliyah negeri 2 karawang. PeTeKa (Jurnal Penelitian Tindakan Kelas Dan 

Pengembangan Pembelajaran), 4(1), 205–213. 

Aula, F. H., & Nugraha, J. (2020). Sistem Kompensasi dan Kepuasan Kerja Guru Tidak 

Tetap di Sebuah SMK Swasta di Indonesia. Jurnal Pendidikan Manajemen 

Perkantoran, 5(2), 169–185. https://doi.org/10.17509/jpm.v4i2.18008 

Daraba, D., Subianto, A. B., & Salam, R. (2018). Upaya Peningkatan Kualitas Tenaga 

Kerja pada Dinas Ketenagakerjaan Di Kota Makassar. Jurnal Ilmiah Ilmu 

Administrasi Publik: Jurnal Pemikiran Dan Penelitian Administrasi Publik, 8(1), 21–

26. 

Dewi, D. P., Harjoyo, & Salam, A. (2020). PROSEDUR ADMINISTRASI JASA 

PENGIRIMAN BARANG DI PT CITRA VAN TITIPAN KILAT TANGERANG. 

Jurnal Sekretari Universitas Pamulang |, 7(1). 

Fatmawati, N., Mappincara, A., & Habibah, S. (2019). Pemanfaatan Dan Pemeliharaan 

Sarana Dan Prasarana Pendidikan. https://doi.org/10.26858/pembelajar.v3i2.9799 

Fidiyawati, Ff. F., & Purwanto. (2020). PELAKSANAAN PEMELIHARAAN SARANA 

DAN PRASARANA PENDIDIKAN DI SMK MUHAMMADIYAH 1 

PRAMBANAN KABUPATEN KLATEN. Jurnal Pendidikan Administrasi 

Perkantoran, 246–247. 

Firmansyah, D., & Dede. (2022). Teknik Pengambilan Sampel Umum dalam Metodologi 



13 | Page 

 

Penelitian: Literature Review. Jurnal Ilmiah Pendidikan Holistik (JIPH), 1(2), 85–

114. https://doi.org/10.55927/JIPH.V1I2.937 

Hartadi, A., Nugroho, N., Manajemen, A., Yogyakarta, A., Id, A. A., & Id, N. A. (2022). 

PENGARUH PENGELOLAAN SARANA DAN PRASARANA TERHADAP 

KINERJA PEGAWAI DI DINAS KESEHATAN KABUPATEN KULON PROGO 

DIY. ALBAMA: JURNAL BISNIS ADMINISTRASI DAN MANAJEMEN, 15(1), 54–

63. https://doi.org/10.56606/ALBAMA.V15I1.27 

Herlina, N. A. (2019). SARANA PRASARANA KANTOR SEBAGAI PENUNJANG 

PRODUKTIVITAS KANTOR YANG EFEKTIF DAN EFISIEN. Academia.Edu. 

https://www.academia.edu/38127215/SARANA_PRASARANA_KANTOR_SEBAG

AI_PENUNJANG_PRODUKTIVITAS_KANTOR_YANG_EFEKTIF_DAN_EFISI

EN 

Ibrahim, Prasetyo, A., Niswah, C., & Zulkipli. (2022). SARANA DAN PRASARANA 

PENDIDIKAN DI MADRASAH IBTIDAIYAH. Khatulistiwa: Jurnal Pendidikan 

Dan Sosial Humaniora, 2(3), 170–181. 

https://doi.org/10.55606/KHATULISTIWA.V2I3.578 

Isnaini, N., Yahya, F., & Sabri, M. (2021). Peran Manajemen Sarana Dan Prasarana Dalam 

Meningkatkan Mutu Pendidikan Di MI NW 1 Kembang Kerang. Jurnal Manajemen 

Dan Budaya STAI Darul Kamal NW Kembang Kerang, 1. 

https://journal.staidk.ac.id/index.php/mdb 

Maisharoh, Sari, D., & Fatira, E. (2021). Analisis Pelaksanaan Pemusnahan Dokumen 

Rekam Medis Inaktif di Sarana Pelayanan Kesehatan. Jurnal Kesehatan Lentera 

‘Aisyiyah, 4(1), 405–415. 

Manurung, R., Harapan, E., & Suharyadi, A. (2020). Manajemen Sarana Prasarana di 

Sekolah Dasar Negeri 1 Kota Prabumulih. Jurnal Manajemen Pendidikan : Jurnal 

Ilmiah Administrasi, Manajemen Dan Kepemimpinan Pendidikan, 2(2), 168–177. 

https://journal.uny.ac.id/index.php/jmp/article/view/33747 

Marliani, L. (2019). DEFINISI ADMINISTRASI DALAM BERBAGAI SUDUT 

PANDANG. Dinamika : Jurnal Ilmiah Ilmu Administrasi Negara, 5(4), 17–21. 

https://doi.org/10.25157/dinamika.v5i4.1743 

Nasrudin, N., & Maryadi, M. (2019). Manajemen Sarana dan Prasarana Pendidikan dalam 

Pembelajaran di SD. Manajemen Pendidikan, 13(2), 15–23. 

https://doi.org/10.23917/jmp.v13i2.6363 

Nurbaiti. (2021). MANAJEMEN SARANA DAN PRASARANA SEKOLAH. Manajer 

Pendidikan, 9, 536–546. 

Putri, R. S., Wolor, C. W., & Adha, M. A. (2023). Analisis Pengelolaan Sarana Prasarana 

Dalam Menunjang Kegiatan Kerja Karyawan. Jurnal Manajemen Riset Inovasi, 1(2), 

15–23. https://doi.org/10.55606/MRI.V1I2.1035 



14 | Page 

 

Ramadhani, D., Wolor, C. W., & Marsofiyati, M. (2023). Pengelolaan Sarana Prasarana 

Dalam Mendukung Kegiatan Operasional Perusahaan. Maeswara : Jurnal Riset Ilmu 

Manajemen Dan Kewirausahaan, 1(6), 211–220. 

https://doi.org/10.61132/MAESWARA.V1I6.403 

Rismawati, M., & Rafiie, S. A. K. (2022). Analisis Sarana dan Prasarana Dalam 

Efektivitas Kerja Pegawai Pada kantor Kecamatan Johan Pahlawan. Journal of Public 

Service, 2(1), 67–70. https://doi.org/10.35308/xxxxx 

Setyawan, A., Muttaqin, Z., & Angpa, M. S. S. (2019). Aplikasi Pengadaan Barang 

Berbasis Web Pada Pt. Powerblock Indonesia. E-Jurnal.Lppmunsera.Org, 6(1), 73–

77. http://e-jurnal.lppmunsera.org/index.php/PROSISKO/article/view/1129 

Susanto, D., Risnita, & Jailani, Ms. (2023). Teknik Pemeriksaan Keabsahan Data Dalam 

Penelitian Ilmiah. QOSIM : Jurnal Pendidikan, Sosial & Humaniora, 1(1), 53–61. 

https://doi.org/10.61104/JQ.V1I1.60 

Sutisna, N. W., & Effane, A. (2022). Fungsi Manajemen Sarana dan Prasarana. Karimah 

Tauhid, 2(1), 226–233. https://ojs.unida.ac.id/karimahtauhid/article/view/7719/3508 

Topan, Wolor, C. W., & Marsofiyati. (2024). Analisis Pengadaan Sarana Dan Prasarana 

Kantor Pada PT XYZ. JOURNAL OF ADMINISTRATIVE AND SOCIAL SCIENCE, 

5(1), 140–148. https://doi.org/10.55606/JASS.V5I1.918 

Vanista, A., Sulistia, D. S., Nurwahidah, I., Nisa, R., & Azzahra, P. R. (2024). Pengelolaan 

Sarana Prasarana di Madrasah Aliyah YPK Cijulang. Cendekia Inovatif Dan 

Berbudaya, 1(3), 294–300. https://doi.org/10.59996/cendib.v1i3.306 

Wahyuningrum, K. (2017). PERAN HUMAS PT PLN (PERSERO) AREA SAMARINDA 

DALAM PROGRAM HEMAT LISTRIK DI KOTA SAMARINDA. 6, 31–41. 

Wulandari, N., Novari, D. M., & Prihatin, R. (2023). ANALISIS SISTEM 

PENGENDALIAN INTERNAL DALAM PENGADAAN SARANA DAN 

PRASARANA (STUDI KASUS DI SMKN 1 BARADATU). IEMJ : Islamic 

Education Management Journal, 1(1), 1–12. 

https://journal.almaarif.ac.id/index.php/iemj/article/view/114 

Zega, Y. (2022). Pengaruh Kinerja Kepegawaian Dalam Administrasi Perkantoran. 

JURNAL AKUNTANSI, MANAJEMEN DAN EKONOMI (JAMANE), 1(1), 63–69. 

https://doi.org/10.56248/jamane.v1i1.14 

 

 


