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ABSTRAK 

 

Laporan akhir ini berjudul “Penataan Tata Ruang Kantor Untuk Menciptakan 

Sirkulasi Pergerakan Yang Efektif Pada Ruang Administrasi Madrasah Aliyah 

Negeri 2 Palembang”. Berdasarkan pengamatan dan pengukuran yang dilakukan 

penulis, beberapa permasalahan yang timbul yakni penyusunan perabot meja kerja 

yang tidak beraturan dan tidak sesuai asas penggunaan segenap ruangan karena 

masih terdapat ruang mati yang terlihat, jarak antar meja hanya 50-57 cm dan alur 

kerja pegawai ruang tersebut belum menerapkan asas jarak terpendek dalam suatu 

rangkaian kerja karena pegawai yang memiliki bidang kerja yang sama berada 

berjauhan yang mengakibatkan aktivitas kerja pegawai menjadi terhambat. 

Penempatan perabot kantor pada ruang administrasi belum dilakukan secara baik 

karena banyak meja yang terhimpit oleh lemari berkas, sehingga pergerakan 

pegawai terganggu. Penulis memberikan saran supaya jarak dan penataan meja 

disusun kembali sesuai dengan teknik penyusunan tata ruang kantor. Antara meja 

pegawai diberikan jarak 60-80 cm  agar memudahkan pegawai dalam melakukan 

pergerakan dan penempatan perabot kantor disesuaikan dengan alur kerja yang 

ada supaya aktivitas kerja pegawai Ruang Administrasi Madrasah Aliyah Negeri 2 

Palembang menjadi lancar.  

 

Kata Kunci:  Tata Ruang, Perabot Kantor, Alur Kerja  
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ABSTRACT 

 

This final report entitled "Arrangement of Office Layout To Create Effective 

Circulation of Movement At Administration Room Madrasah Aliyah Negeri 2 

Palembang". Based on observations and measurements made by the author, 

several problems that arise namely the preparation of irregular office furniture and 

and not according to the principle of use of the whole room because there is still 

dead space visible, the distance between the table is only 50-57 cm and the 

workflow of the space employee has not applied the shortest distance principle in 

a series of work because employees who have the same work area are far apart 

which resulted in the work activities of employees become obstructed. Placement 

of office furniture in the administrative room has not done well because many 

tables are squeezed by file cabinets, so the movement of employees is disrupted. 

The authors provide suggestions for distance and arrangement of tables rearranged 

in accordance with the techniques of arranging office spaces. Between the 

employee desk is given a distance of 60-80 cm in order to facilitate employees in 

the movement and placement of office furniture tailored to the existing workflow 

so that the work activities of the staff of Administrative Room Madrasah Aliyah 

Negeri 2 Palembang to be streamlined 

 

Keyword: Layout, Office Furniture, Workflow 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



xii 

 

DAFTAR ISI 

 

 Halaman 

 

HALAMAN JUDUL ......................................................................................  i 

HALAMAN PENGESAHAN ........................................................................  ii 

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

LEMBAR PENGESAHAN ...........................................................................  iv 

MOTTO DAN PERSEMBAHAN .................................................................  v 

KATA PENGANTAR ....................................................................................  vi 

UCAPAN TERIMA KASIH..........................................................................  vii 

ABSTRAK ......................................................................................................  x 

ABSTRACT ....................................................................................................  xi 

DAFTAR ISI ...................................................................................................  xii 

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

DAFTAR TABEL...........................................................................................  xv 

DAFTAR LAMPIRAN ..................................................................................  xvi 

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

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

1.2 Rumusan Masalah ................................................................  3 

1.3 Ruang Lingkup Pembahasan ...............................................  3 

1.4 Tujuan dan Manfaat Penelitian ............................................  3 

1.4.1 Tujuan Penulisan ........................................................  3 

1.4.2 Manfaat Penulisan ......................................................  4 

1.5 Metodologi Penelitian ............................................................  4 

1.5.1 Ruang LingkupP enelitian ..........................................  4 

1.5.2 Jenis dan Sumber Data ...............................................  4 

1.5.3 Teknik Pengumpulan Data .........................................  5 

1.5.4 Analisa Data  ..............................................................  6 

 

BAB II TINJAUAN PUSTAKA  .............................................................  7 

2.1 Pengertian Tata Ruang Kantor .............................................  7 

2.2 Tujuan dan Peranan Tata Ruang Kantor ..............................  7 

2.2.1. Tujuan Tata Ruang Kantor .........................................  7 
2.2.2. Peranan Tata Ruang Kantor .......................................  8 

2.3 Prinsip Tata Ruang Kantor ..................................................  8 

2.4 Asas-asas Tata Ruang ..........................................................  8 



xiii 

 

2.5 Jenis-jenis Tata Ruang .........................................................  9 

2.6 Teknik Penyusunan Tata Ruang Kantor  .............................  9 

2.7 Teknik Penyusunan Perabot Kantor  ...................................  11 

2.8 Penyederhanaan Kerja .........................................................  12 

 

 Halaman 

 

BAB III  GAMBARAN UMUM MAN 2 PALEMBANG ........................  13 
 

3.1. Sejarah Berdirinya MAN 2 Palembang ...............................  13 

3.2. Visi dan Misi MAN 2 Palembang ........................................  14 

3.2.1. Visi .............................................................................  14 

3.2.2. Misi .............................................................................  14 

3.3. Struktur Organisasi, Pembagian Tugas dan  

Tanggung Jawab ..................................................................  15 

3.3.1 Struktur Oganisasi ....................................................  15 

3.3.2 Pembagian Tugas dan Tanggung Jawab ..................  18 

3.4. Tata Ruang Administrasi MAN 2 Palembang .....................  20 

3.4.1 Jarak dan Penataan Perabot Kantor..........................  20 

3.4.2 Alur Kerja ................................................................  24 

 

BAB VI HASIL DAN PEMBAHASAN ...................................................  30 
 

4.1 Analisa Penataan Perabot Kantor Untuk Menciptakan  

Sirkulasi Pergerakan Yang Efektif .........................................  31 

4.2 Analisa Penataan Tata Ruang Kantor Berdasarkan  

Alur Kerja...............................................................................  36 

 

BAB V     KESIMPULAN DAN SARAN ....................................................  42 
 

5.1 Kesimpulan ..........................................................................  42 

5.2   Saran .....................................................................................  43 

 

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

LAMPIRAN 

 

  

 

 

 

 

 

 



xiv 

 

DAFTAR GAMBAR 

 

      Halaman 
 

Gambar 3.1  Bagan Struktur Organisasi Ruang Administrasi MAN 2  

                     Palembang  ..................................................................................  17 

Gambar 3.2  Denah Ruang Administrasi MAN 2 Palembang .........................  21 

Gambar 3.3  Alur Kerja Ruang Administrasi MAN 2 Palembang ..................  25 

Gambar 4.1  Denah Usulan Ruang Administrasi MAN 2 Palembang .............  34 

Gambar 4.2  Denah Alur Usulan Ruang Administrasi MAN 2 Palembang.....  38 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



xv 

 

DAFTAR TABEL 

 

 Halaman 

Tabel 3.1  Keterangan Perabot .......................................................................  23 

Tabel 3.2 Keterangan Angka .........................................................................  24 

Tabel 3.3 Keterangan Alur Kerja ..................................................................  26 

Tabel 3.4  Daftar Pelanggaran ........................................................................  29 

Tabel 4.1 Jarak Meja Yang Belum Sesuai ....................................................  31 

Tabel 4.2 Keterangan Kode ...........................................................................  39  

Tabel 4.3 Keterangan Alur Kerja ..................................................................  41 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



xvi 

 

DAFTAR LAMPIRAN 

 

 

Lampiran 1 Surat Permohonan Pengantar Pengambilan Data 

Lampiran 2 Surat Izin Pengambilan Data 

Lampiran 3 Lembar Persetujuan Laporan Akhir 

Lampiran 4  Lembar Kesepakatan Bimbingan Pembimbing I 

Lampiran 5  Lembar Kesepakatan Bimbingan Pembimbing II 

Lampiran 6 Rekomendasi Sidang 

Lampiran 7  Lembar Bimbingan Pembimbing I 

Lampiran 8 Lembar Bimbingan Pembimbing II 

 


