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ABSTRACT 

 

The purpose from this final report is to know The Impact ofOffice Technology 

(office machines) Usage In Supporting Tasks Chief Secretary in Polytecnic of 

Sriwijaya”.To getthe datafrom the company, the authorusesseveralmethods ofdata 

collectionareobservation, interviews, and documentation. The author using 

qualitative methods toanalyzingthe data in this final report. The results from this 

final report that the secretary had be enusing the office technology to supporting 

her office tasks , The use of a positive impacton employment, work procedures 

and result for chief Secretary in Polytecnic of Sriwijaya. While the negative 

impact that creates a feeling of dependence on office machines and cause waste 

costs for the company/institution. 

 

 

Key word: Office Technology,Impact. 

 



ix 

 

DAFTAR ISI 

 

Halaman 

LEMBAR PENGESAHAN LAPORAN AKHIR   ......................................        i 

MOTTO DAN PERSEMBAHAN .................................................................       ii 

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

UCAPAN TERIMA KASIH  ........................................................................      iv 

ABSTRAK ......................................................................................................       v 

DAFTAR ISI   .................................................................................................     vii 

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

DAFTAR  GAMBAR .....................................................................................      x 

DAFTAR LAMPIRAN  .................................................................................      xi 

 

BAB I PENDAHULUAN 

1.1 Latar Belakang Pemilihan Judul   ............................................       1 

1.2 Perumusan Masalah  ................................................................       2 

1.3 Ruang Linkup Pembahasan ......................................................       3 

1.4 Tujuan dan manfaat Penulisan .................................................       3 

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

 1.4.2 Manfaat Penulsian ...........................................................       3 

1.5 Metodelogi Penelitian ..............................................................       4 

 1.5.1 Ruang Lingkup Penelitian ...............................................       4 

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

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

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

 

BAB II   TINJAUAN PUSTAKA 

 

2.1 Teknologi Perkantoran .............................................................       9 

 2.1.1 Pengertian Teknologi Perkantoran ..................................       9 

 2.1.2 Macam-macam Mesin Perkantoran.................................     10 

 2.1.3 Pertimbangan dalam Pengadaan Mesin Kantor ..............     11 

 2.1.4 Dampak Positif Penggunaan Mesin Kantor ....................     11 

 2.1.5 Dampak Negatif Penggunaan Mesin Kantor ..................     12 

2.2 Sekretaris Pimpinan .................................................................     13 

 2.2.1 Pengertian Sekretaris .......................................................     13 

 2.2.2 Jenis Jabatan Sekretaris ...................................................     13 

 2.2.3 Pengertian Sekretaris Pimpinan ......................................     14 

 2.2.4 Fungsi Sekretaris .............................................................     14 

 2.2.5 Tugas-tugas Sekretaris ....................................................     14 

 

BAB III  KEADAAN UMUM PERUSAHAAN 

 

 3.1 Sejarah Singkat Perusahaan .....................................................    16 

 3.2 Kepemimpinan .........................................................................    18 



x 

 

 3.3 Visi dan Misi ............................................................................    19 

 3.4 Lambang, Slogan, dan Moto ....................................................    19 

 3.5 Bendera  ....................................................................................    20 

 3.6 Tujuan Organisasi ....................................................................    21 

 3.7 Struktur Organisasi ..................................................................    21 

 3.8 Deskripsi Sekretaris Pimpinan .................................................    24 

 3.9 Teknologi Perkantoran di Bagian Sekretaris Pimpinan ...........    28 

 

BAB IV HASIL DAN PEMBAHASAN 

 

 4.1 Analisa Penggunaan Teknologi Perkantoran ...........................    31 

 4.2 Analisa Dampak Positif Penggunaan Teknologi Perkantoran  

       Pada Bagian Sekretaris Pimpinan ............................................    37 

  4.2.1 Dampak Penggunaan Mesin Kantor Terhadap  

           Ketenagakerjaan ..............................................................    38 

  4.2.2 Dampak Penggunaan Mesin Kantor Terhadap 

           Prosedur Kerja .................................................................    39 

  4.2.3 Dampak Penggunaan Mesin Kantor Terhadap 

           Hasil Kerja ......................................................................    41 

 4.3 Analisis Dampak Negatif Penggunaan Teknologi Perkantoran 

  Pada Bagian Sekretaris Pimpinan ............................................    41 

   4.3.1 Menimbulkan Rasa Ketergantungan Kepada 

           Mesin-mesin Perkantoran................................................    42 

  4.3.2 Pemeliharaan Mesin yang Kurang Baik dapat 

           Menimbulkan Pemborosan .............................................    42 

 

BAB V KESIMPULAN DAN SARAN 

 

 5.1 Kesimpulan ..............................................................................    44 

 5.5 Saran  ....................................................................................    44 

 

DAFTAR PUSTAKA 

LAMPIRAN 

 

 

 

 

 

 

 

 

 

 

 

 



xi 

 

DAFTAR TABEL 

                                                                      Halaman 

Tabel 3.1 Hubungan Kerja antara Sekretaris Pimpinan ...................................   27 

Tabel 3.2 Daftar Pertanyaan Wawancara .........................................................   29 

Tabel 3.3 Daftar Mesin-mesin Kantor..............................................................   30 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



xii 

 

DAFTAR 

 

 

                                                                                   Halaman  

Gambar 1 Logo Politeknik Negeri Sriwijaya .....................................................    21 

Gambar 2 Bagan Struktur Organisasi ................................................................    25 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



xiii 

 

 

 

DAFTAR LAMPIRAN 

 

 

Surat Permohonan Pengantar Pengambilan Data   

Gambar Mesin-mesin Perkantoran di Bagian Sekretaris Pimpinan 

Curriculum Vitae ibu Anita Rosye 

Daftar Inventaris Kantor Ruangan Sekretaris Pimpinan 

Lembar Kesepakatan Pembimbing 1 (Satu) 

Lembar Kesepakatan Pembimbing 2 (Dua) 

Lembar Konsultasi Bimbingan Pembimbing 1 (Satu) 

Lembar Konsultasi Bimbingan Pembimbing 2 (Dua) 

Lembar Kunjungan Perusahaan 

Daftar Pertanyaan Wawancara 


