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ABSTRAK

MELISA TJANDRA. 2018. 1703518009. Analisis Efektivitas
Pengelolaan Surat Masuk Saat Work From Home Pada Divisi QUICK SERVICE
RESTAURANT (QSR) PT MASTRADA. Program Studi D-3 Administradi
Perkantoran. Fakultas Ekonomi. Universitas Negeri Jakarta. Karya llmiah ini
dibuat untuk mengetahui tentang kesiapan perusahaan dalam menghadapi Work
From Home yang diadakan karena adanya pandemi Covid-19 khususnya pada
proses pengelolaan surat masuk yang dilakukan oleh Divisi QUICK SERVICE
RESTAURANT (QSR) PT Mastrada. Metode yang dipakai dalam penelitian ini
adalah analisis deskriptif dengan metode pengumpulan data melalui observasi dan
studi pustaka.

Dari hasil penelitian diketahui bahwa dalam perusahaan masih belum
memiliki persiapan yang cukup dalam pelaksanaan Work From Home khususnya
pada proses pengelolaan surat masuk pada divisi QUICK SERVICE
RESTAURANT (QSR) PT MASTRADA ditemukan beberapa kendala dikarenakan
proses pengelolaaannya masih menggunakan sistem manual. Solusi tersebut
adalah merubah sistem pencatatan surat masuk dari sistem manual ke sistem
elektronik dan juga diadakannya digital leadership.

Kata Kunci: Efektifitas, Pengelolaan surat, Surat Masuk



ABSTRACT

MELISA TJANDRA. 2018. 1703518009. Effectiveness Analysis of
Incoming Mail Management When Working From Home at the QUICK SERVICE
RESTAURANT (QSR) Division of PT MASTRADA. Office Administration D-3
Study Program. Faculty of Economics. State University of Jakarta. This scientific
work was created to find out about the company's readiness to face Work From
Home which was held due to the Covid-19 pandemic, especially in the incoming
mail management process carried out by the QUICK SERVICE RESTAURANT
(QSR) Division of PT Mastrada. The method used in this research is descriptive
analysis with data collection methods through observation and literature study.

From the results of the study, it is known that the company still does not
have sufficient preparation in the implementation of Work From Home, especially
in the process of managing incoming mail at the QUICK SERVICE
RESTAURANT (QSR) division of PT MASTRADA found several obstacles
because the management process is still using a manual system. The solution is to
change the incoming mail recording system from a manual system to an electronic

system and also hold digital leadership.
Keywords: Effectiveness, Management Letters, Incoming Letters
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