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ABSTRAK

Rifki Ardika Prayoga. Laporan Praktik Kerja Lapangan ini berjudul “Pelayanan Administrasi
di Kelurahan Durenjaya”merupakan salah satu syarat memenuhi mata kuliah Program Studi
Manajemen, Sekolah Tinggi Ilmu Ekonommi Tri Bhakti. Penulisan laporan ini didapat dari
hasil kegiatan Praktik Kerja Lapangan penulis di Kelurahan Durenjaya. Kelurahan Durenjaya
merupakan instansi pemerintahan yang bergerak pada bidang pelayanan administrasi publik
untuk warga Kelurahan Durenjaya, Laporan berfokus pada tiga rumusan masalah yaitu, peran
Front Office di Kelurahan Durenjaya, Kendala apa saja yang dihadapi selama menjadi Front
Office, dan apa solusi dari kendala yang dihadapi. Metode yang digunakan dalam praktik kerja
lapangan ini mencakup partisipasi aktif, observasi, serta wawancara. Kelurahan Durenjaya
memiliki serangkaian tahapan dalam melaksanakan pelayanan, mulai dari pengajuan
pembuatan surat administrasi sampai selesai dan siap digunakan surat yang siap diterbitkan

untuk administrasi warga kelurahan Durenjaya.

Kata Kunci : Front office, Pelayanan, administrasi



ABSTRACT

Rifki Ardika Prayoga. This Field Work Practice Report entitled "Administrative Services in
Durenjaya Village™ is one of the requirements to fulfill the Management Study Program course,
Tri Bhakti College of Economics. The writing of this report is obtained from the results of the
author's Field Work Practice activities in Durenjaya Village. Kelurahan Durenjaya is a
government agency engaged in public administration services for residents of Kelurahan
Durenjaya, the report focuses on three problem formulations, namely, the role of the Front
Office in Kelurahan Durenjaya, what obstacles are faced during the Front Office, and what
are the solutions to the obstacles faced. The methods used in this fieldwork practice include
active participation, observation, and interviews. Kelurahan Durenjaya has a series of stages
in carrying out services, starting from the submission of making administrative letters until
they are completed and ready to be used letters that are ready to be issued for the
administration of Durenjaya village residents.

Keywords: Front office, Service,administration
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