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ABSTRAK

SEKAR MELANI. 2019. 1703519053. Analisis Efektivitas Kerja Resepsionis
Selama Pandemi Pada Kementerian Perhubungan Republik Indonesia. Program

D3 Administrasi Perkantoran Fakultas Ekonomi Universitas Negeri Jakarta.

Karya ilmiah ini bertujuan untuk mengetahui efektivitas kerja resepsionis
pada Kementerian Perhubungan Republik Indonesia. Metode yang digunakan
pada karya ilmiah ini adalah metode analisis deskriptif yakni metode
pengumpulan data melalui observasi dan studi pustaka. Dari hasil penulisan dapat
diketahui resepsionis di Kementerian Perhubungan Republik Indonesia
mengalami kendala-kendala pekerjaan selama pandemi seperti terhambatnya
komunikasi kepada para tamu karena penggunaan masker dan resepsionis yang
terkadang tidak ada di tempat serta memainkan ponsel saat jam kerja berlangsung.
Dengan demikian, pembinaan perlu dilakukan melalui kegiatan seperti rapat, apel
pagi, serta arahan dari kepala bidang untuk pegawainya. Sikap disiplin juga perlu
guna menghadirkan rasa tanggung jawab apabila terbukti melakukan hal yang

melanggar.
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ABSTRACT

SEKAR MELANI. 2019. 1703519053. Work Effectiveness Analysis

Receiptionist During Pandemic at Ministry Of Transportation Republic Of

Indonesia. D3 Office Administration Program, Faculty of Economics, State

University of Jakarta

This scientific work aims to determine the effectiveness of receptionist
work at the Ministry of Transportation of the Republic of Indonesia. The method
used in this scientific work is descriptive analysis method, namely the method of
collecting data through observation and literature study. From the results of the
writing, it can be seen that the receptionist at the Ministry of Transportation of
the Republic of Indonesia experienced work constraints during the pandemic such
as communication delays to guests due to the use of masks and receptionists who
were sometimes not available and playing cell phones during working hours.
Thus, coaching needs to be carried out through activities such as meetings,
morning parade, and directives from the head of the field for his employees.
Discipline is also necessary to present a sense of responsibility if proven to have

committed a violation.
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