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ABSTRAK 

 

Laporan ini mengulas kontribusi Dinas Perumahan, Kawasan Permukiman, dan 

Pertanahan (Disperkimtan) Kota Bekasi dalam mengelola arsip dokumen 

pengadaan tanah yang berkaitan dengan pembangunan perumahan dan 

pertanahan. Ditinjau dari sudut pandang ilmu manajemen, pengelolaan arsip 

menjadi elemen penting dalam manajemen administrasi publik yang 

mendukung kelancaran operasional, memperkuat akuntabilitas, serta 

mempermudah proses pengambilan keputusan. Selama kegiatan magang, 

penulis berpartisipasi dalam berbagai aktivitas administratif seperti pencatatan 

dokumen keluar-masuk, pengelompokan dokumen, digitalisasi data, serta input 

informasi ke dalam sistem. Hasil pengamatan menunjukkan bahwa sistem 

pengarsipan yang tertata mampu meningkatkan kualitas layanan publik, 

khususnya dalam hal transparansi informasi dan pelaksanaan pengadaan lahan. 

Laporan ini menegaskan bahwa fungsi manajerial seperti perencanaan, 

pengorganisasian, dan pengawasan memiliki peran penting dalam menciptakan 

sistem kearsipan yang efektif dan akuntabel. 

 

Kata kunci: Administrasi Manajemen, Sistem Pengarsipan, Layanan Publik, 

Tanah dan Perumahan, Tata Kelola. 
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ABSTRACT 

This report reviews the contribution of the Bekasi City Department of Housing, 

Settlement Areas, and Land Affairs (Disperkimtan) in managing land acquisition 

document archives related to housing and land development. From a management 

science perspective, archive management is a crucial element in public 

administration, supporting smooth operations, strengthening accountability, and 

facilitating decision-making. During the internship, the author participated in 

various administrative activities such as recording incoming and outgoing 

documents, document categorization, data digitization, and inputting information 

into the system. Observations indicate that an organized archiving system can 

improve the quality of public services, particularly in terms of information 

transparency and land acquisition implementation. This report emphasizes the 

crucial role of managerial functions such as planning, organizing, and monitoring 

in creating an effective and accountable archiving system.  

Keywords: Management Administration, Archiving System, Public Services, Land 

and Housing, Governance. 
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kegiatan Magang atau Praktik Kerja Lapangan (PKL) selama kurang lebih tiga 
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sebutkan satu persatu. 

 



x 

 

Demikianlah Laporan Magang ini disusun dan diselesaikan, semoga Laporan 
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Bekasi, 25 Juli 2025  

    Penulis,  

  

Tina 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



xi 

 

DAFTAR ISI 

LEMBAR PENGESAHAN .................................................................................. ii 

SURAT PERNYATAAN PUBLIKASI ............................................................... iii 

SURAT PERNYATAAN PUBLIKAS DARI PERUSAHAAN ......................... iv 

SURAT PERNYATAAN KEASLIAN LAPORAN MAGANG ..........................v 

LEMBAR PERSETUJUAN LAPORAN MAGANG ....................................... vi 

ABSTRAK ........................................................................................................... vii 

ABSTRACT ......................................................................................................... viii 

KATA PENGANTAR........................................................................................... ix 

DAFTAR ISI ......................................................................................................... xi 

DAFTAR GAMBAR .......................................................................................... xiii 

BAB I PENDAHULUAN ......................................................................................1 

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

1.2 Rumusan Masalah ................................................................................................ 2 

1.3 Tujuan Magang ..................................................................................................... 3 

1.4 Manfaat Magang .................................................................................................. 3 

1.4.1 Bagi Mahasiswa ............................................................................................... 3 

1.4.2 Bagi Kampus .................................................................................................... 4 

1.4.3 Bagi Perusahaan ............................................................................................... 4 

1.5 Teori Relevan ........................................................................................................ 4 

1.5.1 Pengertian Fungsi Manajemen ......................................................................... 4 

1.5.2 Pengertian Public Relation ............................................................................... 5 

1.5.3 Konsep Pengarsipan ......................................................................................... 5 

1.5.4 Konsep Perumahan Publik ............................................................................... 7 

1.5.5 Konsep Pengadaan Pertanahan ......................................................................... 7 

1.6 Metode Magang .................................................................................................. 10 

1.6.1 Praktik Kerja Langsung .................................................................................. 10 

1.6.2 Wawancara ..................................................................................................... 10 

1.6.3 Observasi ....................................................................................................... 10 

BAB II GAMBARAN UMUM PERUSAHAAN ...............................................12 

2.1 Sejarah Organisasi ............................................................................................. 12 

2.1.1 Visi dan Misi .................................................................................................. 13 

2.2 Struktur Organisasi ............................................................................................ 14 



xii 

 

2.2.1 Kepala Bidang Pertanahan ............................................................................. 14 

2.2.2 Kepala Seksi Pendataan dan Inventarisasi ...................................................... 15 

2.2.3 Kepala Seksi Perencanaan Dan Pengadaan Lahan ......................................... 16 

2.3 Kegiatan Organisasi / Dinas............................................................................... 18 

BAB III URAIAN DESKRIPSI TUGAS DAN PEMBAHASAN ....................20 

3.1 Penempatan dan Jadwal Magang ...................................................................... 20 

3.1.1 Tempat ........................................................................................................... 20 

3.1.2 Waktu ............................................................................................................. 20 

3.2 Uraian Deskripsi Tugas ...................................................................................... 20 

3.3 Pembahasan ........................................................................................................ 24 

3.3.1 Pengarsipan Dokumen – Dokumen Pengadaan Lahan ................................... 24 

3.3.2 Pemberian Layanan Informasi dan Pengadaan Terkait Perumahan ................ 30 

3.3.3 Pemberian Layanan Informasi dan Pengadaan Terkait Pertanahan................. 37 

BAB IV PENUTUP ..............................................................................................42 

4.1  Kesimpulan ......................................................................................................... 42 

4.2  Saran.................................................................................................................... 42 

DAFTAR PUSTAKA ...........................................................................................44 

LAMPIRAN .........................................................................................................45 

 

 

 

 

 

 

 

  



xiii 

 

DAFTAR GAMBAR 

 

Gambar 2.1 Logo Perusahaan..................................................................... 19 

Gambar 2.2 Struktur Organisasi Dinas...................................................... 15 

Gambar 2.3 Struktur Organisasi Bidang................................................... 26 

Tabel 3.1 Uraian Deskripsi Tugas ......................................................... 34 


