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ABSTRACT

This study aims to determine the management of the principal, the professionalism
of the administrative staff, the management of the principal in increasing the
professionalism of the administrative personnel and the supporting and inhibiting
factors for the management of the principal in increasing the professionalism of the
administrative staff at SMP Muhammadiyah Sentang. This research method is
qualitative research. Data collection instruments used in this study were
observation, interviews and documentation. The informants were school principals,
teachers and administrative staff. Data analysis is done through data reduction, data
display and verification. From the results of the study it is known that the
management of school principals in improving teacher professionalism is carried
out through principal planning which is carried out through meetings at the end of
the current school year to develop school programs including the division of
administrative work in the new academic year. Through this meeting, deficiencies,
weaknesses, difficulties, or problems that are often experienced by administrative
personnel in carrying out their duties can be identified. Organizing school principals
in increasing the professionalism of administrative staff at SMP Muhammadiyah
Sentang is carried out by determining the duties of administrative personnel in
certain fields by issuing decrees and responsibilities that must be carried out. The
principal's actions increased the professionalism of administrative staff at SMP
Muhammadiyah Sentang by providing rewards for administrative staff who
excelled, encouraging them to be better at carrying out their duties by participating
in seminars. Supervision of school principals in increasing the professionalism of
administrative staff at SMP Muhammadiyah Sentang is carried out through direct
monitoring of the implementation of administrative staff duties. Supervision is also
carried out by looking at the schedule and attendance list of the administrative staff
and carrying out supervision as seen from the results of the work reports of the
administrative staff at the end of the month.
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INTRODUCTION

School is an educational institution that is trusted by the community and the
state to provide the human resources needed for the development of a nation. For
this reason, "a leader is needed who is based on true national identity, comes from
cultural and religious values and is able to anticipate changes that occur in the world
of education" (Komariah & CepiTriatna, 2010).

The role of the teacher in the quality of education plays a major role in the
development of education, especially those held formally. The teacher determines
the success of students, especially in relation to the teaching process. The teacher is
an influential component in the creation of quality educational processes and
outcomes. Therefore, improvement efforts made to advance the quality of education
will not make a significant contribution without the support of qualified teachers.
for example the teacher at MTs Darussalam Durian Village acts as a liaison, namely
the teacher has a duty and role as a liaison / intermediary for learning resources to
invite students to be able to participate in learning activities and participate in
activities that are in the school environment (Suhardi et al., 2020).

The leader in an educational institution is the principal, an educational
institution will succeed or even fail largely determined by the principal as a very
important educational leader. It is said to be very important because it is closer and
directly related to the implementation of educational programs in schools. Whether
or not an educational program can be implemented and whether or not the
educational goals are achieved, is highly dependent on the skills and wisdom of the
principal as an educational leader(Afifatu Rohmawati, 2015).

Therefore a school principal must know the tasks that must be carried out in
order to achieve the educational goals that have been set. The principal duties of the
school principal include four patterns, namely(Amri et al,, 2019):

1. The leader, as the leader of the school principal, functions to mobilize all the
potential of the school in achieving school goals.

2. Administrative manager, a school principal is in charge of administering his
school.

3. Reformer, a school principal is tasked with updating the state of his school.

4. Motivator, a school principal serves as a motivator, motivator for all
components of his school (Andrianto, 2019).

From the opinion above, one of the main tasks of the principal is to manage
the school administration. To complete all tasks, especially in the field of school
administration, the principal has the authority to delegate these tasks to staff in the
school environment. And those who assist the principal in completing school
administration tasks are administration employees.

As an administrative manager, it also shows that the principal must have
management skills. The principal must be able and at the same time brave to make

712



Jomn 17 of Education And Technology

4 Ed utec

Volume 6 Number 3 March 2023

changes for the betterment of his school. Therefore the principal must have
expertise in managing all components in the school(Park & Rainey, 2012).

Thus, as a manager at school, the principal must have the right strategy to
increase the professionalism of administrative staff as educational staff in schools.
Increasing the professionalism of administrative staff is closely related to
performance, because performance is a person's performance in carrying out their
duties(Miller et al., 2016).

In a hadith narrated by Muslim the Prophet said:

Meaning: "From Abu Ya'la Ma'qil bin Yasar ra, he said: I heard the Messenger
of Allah say: A ruler who controls the affairs of Muslims while he does not pay attention
and gives advice, surely he will not enter heaven with them" (HR. Muslim) (Jafar,
2018).

It is clear that a leader such as a school principal must pay attention to and
provide guidance to administrative staff. The school principal can implement
management functions to foster the professionalism of the administrative staff. The
inability to apply management will cause the principal to be confused in analyzing
the success or failure of the conditions that occur in the school. The low follow-up of
the findings obtained from the results of supervision when carrying out
management causes the implementation of management to be in vain. In addition,
sometimes the school principal seems to act on his own accord without identifying
sufficient facts, data and information in assessing the professionalism of the
administrative staff in the school he leads.

Administrative staff have a job description or main task. Among the
administrative tasks is compiling a school administration program, taking care of
staff and student administration, preparing an annual work plan and program
carrying out student administration and so on. The problem is that there are
administrative staff who are not optimal in carrying out job descriptions, which
results in delays in learning activities in schools.

Still following the classic tradition is also a factor that can hinder the
professionalism of administrative staff. Administrative staff have difficulty carrying
out their duties actively and creatively, because they do not yet understand new
ways that are appropriate to be applied according to the times.

The large number of jobs and administrative staff with non-educational
backgrounds in the field of education, so that in carrying out their duties such as
processing draft letters, managing the storage of letters, managing the procurement
of forms both for students, teachers and so on is a little hampered. In addition,
administrative personnel do not devote their full time to their thoughts so that they
can actually carry out their duties in a professional manner. There is an impression
of underestimating tasks for reasons of welfare, resulting in less innovation. So that
the principal must apply management appropriately in order to increase the
professionalism of this administrative staff.
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The results of the author's initial observations at Muhammadiyah Sentang
Middle School revealed that there were many professional problems of
administrative staff outside of administration and performance development,
administrative staff rarely made meaningful breakthroughs in accordance with
educational developments, moreover the ability to use technology applications,
while currently this has become demands. The principal realizes this and seeks to
provide guidance by implementing management.

The principal plans, organizes, supervises and evaluates the performance of
administrative staff. But so far there is a gap between expectations and reality in the
implementation of management. This gap can be seen from the error in interpreting
the nature and purpose of the direction and supervision carried out. The
management objective applied is to improve the performance of administrative staff
by assisting them in improving their professionalism in a better direction, but in
practice administrative staff consider this to be pressure from the principal who is
looking for their weaknesses(Adu et al., 2016).

In addition, the age of school principals is sometimes younger than the
existing administrative staff, as well as the busyness of school principals with
activities outside of school such as invitations to official meetings which causes the
predetermined schedule to discuss various problems faced by administration to
change and it is difficult to get an appropriate schedule between the school principal
and administrative staff.

From the background of the problems above, the focus of the problem in this
study is the management of the principal, the professionalism of the administrative
staff, the management of the principal in increasing the professionalism of the
administrative staff and the supporting and inhibiting factors for the management
of the principal in increasing the professionalism of the administrative staff at the
Muhammadiyah Middle School Sentang .

METHOD

To find a holistic understanding of school principal management in
improving the professionalism of administrative personnel with the main elements
that must be found in accordance with the formulation of the problem, the objectives
and benefits of the research, a qualitative research type is used, namely research
that intends to understand the phenomenon of "what is experienced by by research
subjects, such as behavior, motivation for action, holistically, by way of describing
in the form of words and language, in a special natural context, and by utilizing
various natural methods.

This method is used for several reasons, first, adjusting the qualitative
method is easier when dealing with multiple realities. Second, this method presents
directly the nature of the relationship between researchers and respondents. Third,
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this method is more sensitive and more able to adapt to the many sharpenings of
shared influence on the patterns of values encountered (Lexy Moleong, 2014).

This qualitative research uses a descriptive approach, namely "in the form of
words, pictures and not numbers. This is due to the application of qualitative
methods. In addition, everything that is collected is likely to be the key to what has
been researched. By using descriptive qualitative methods, the data obtained will be
more complete, more in-depth, credible and meaningful, so that the research
objectives can be achieved. In addition, by using qualitative methods data can be
found in the form of work processes, broad and in-depth descriptions, feelings,
norms, beliefs, mental attitudes and the culture adopted by a person or group of
people in their social environment.

So, through research on the management of school principals in increasing
the professionalism of administrative staff at SMP Muhammadiyah Sentang,
researchers intend to understand the empirical reality of the phenomena that arise
in the observation process. In this study, what will be observed is the management
of school principals and the professionalism of administrative staff. In researching
and interpreting information and data, the authors use references to be used as a
reference or basis for strengthening the data found.

In this study the researcher acted as a data collector and at the same time as
an active instrument in an effort to collect data in the field. While data collection
instruments other than humans, in the form of tools and other documents can also
be used, but their function is as a supporting instrument. Therefore, the presence of
researchers in the field in this research is a measure of success in understanding the
cases under study, so that direct and active involvement of researchers with
informants or data sources is needed. In this study the researchers did not
determine the duration or day, but continuously collected data in the right
circumstances and according to the opportunities of the researchers and informants
at the research location.

RESEARCH RESULT AND DISCUSSION
Principal management at SMP Muhammadiyah Sentang

Planning for the principal of SMP Muhammadiyah Sentang
Before carrying out each activity, a useful process is needed to determine the

steps to be taken in the future, namely the planning process. Planning is an absolute
aspect in management activities. Because with careful planning, it is hoped that the
results achieved will be successful in accordance with the expectations and goals
that have been determined. When researchers conducted interviews with school
principals, the following statements were found about the principal's planning:
“Yes, of course I make plans in carrying out various tasks, including in
increasing the professionalism of the administrative staff at this school. I
prepared a plan to increase the professionalism of the administrative staff
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before the school year started, in May-June the preparations for this plan

began. The way to prepare the plan is especially the determination of the

division of tasks, for example: filling out emis, preparing student data and so
on”.

What the principal stated above is in line with what the teacher expressed
regarding the principal's planning as follows.

“As far as I can see, the school principal has prepared a school plan, including
a plan to increase the professionalism of administrative staff, develop the
school's organization, manage change and develop the school towards an
effective learning organization. The principal draws up the plan with all
components of the school such as waka and teachers. The plan is prepared at
the beginning of the school year and is evaluated every month through
monthly meetings. The way the principal prepares the plan is by asking the
administration about the constraints they face when carrying out their
assignments”.

Can the author put forward, the forms of planning for the principal in
increasing the professionalism of administrative staff at Muhammadiyah Sentang
Middle School are:

1) Hold meetings with the board of teachers and administration

Based on the results of observations, the researchers found that there were
meetings held with the teacher and administration council led by the school
principal to discuss future school plans including increasing the
professionalism of administrative staff and the quality of education at SMP
Muhammadiyah Sentang. The existence of this meeting was also supported
by the following teacher answers:

“The school principal draws up a plan to increase the professionalism of
administrative staff through meetings involving all components of the
school. This meeting is held once a month, usually at the end of the month.
In the meeting the principals asked about things that hindered the
performance of teachers and administrators, and administrators expressed
what obstacles they faced. Through this meeting, the school principal will
plan things that can increase the professionalism of administrative staff,
such as holding administrative preparation training and so on”.

2) Create an administrative work monitoring program

The existence of an administrative work monitoring program can be seen
from the absence of administration which is checked by the school principal
every month, then there is a program for the principal to carry out
administrative performance reviews.

3) Administrative development by involving in upgrading and educational

seminars
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Administrative training is absolutely necessary in order to increase
administrative knowledge, insight and ability. This activity requires a lot of
money, but the results will also be balanced if carried out properly. If
upgrading, training and debriefing activities are not carried out,
administration will not be able to develop itself, will not be creative and
tends to be as it is. This tendency is compounded by the absence of
stimulation from the government or related officials for the administrative
profession. The stimulus can be in the form of appreciation for educators
who excel or who are innovative in carrying out their duties.
a. Organizing school principals in increasing the professionalism of
administrative staff at SMP Muhammadiyah Sentang
From interviews with school principals, researchers obtained
explanations regarding organizing as follows:
Yes, | carry out the organization in order to increase the professionalism
of administrative staff by creating an organizational structure. Around
May, June or early July I put the organization together.
When the researcher conducted interviews with administration, a
statement was found regarding organizing as follows:
In organizing the school principal performs the division of tasks such as
the administration that takes care of the administration and those who
fill in the emis data. With this organization, it means the responsibility of
each given burden. Organizing is made so that all forms of tasks and
obligations that can be carried out can be well structured and can run
optimally.
What the administration stated above is in line with the teacher's
explanation as follows:
The school principal is organizing to improve the professionalism of
administrative staff. The time for organizing is at the end of the new
school year, the way the school principal carries out the organization in
order to increase the professionalism of the administrative staff is by
giving assignments according to the competence and considerations of
the principal in organizing according to suggestions from the teachers,
regarding who can carry out the task.
From the results of observations, researchers found that there was an
organizational structure at SMP Muhammadiyah Sentang which indicated
that the division of tasks had been carried out so that each of them was
willing and able to carry out their respective duties. Based on the findings
above, it can be stated that the organization carried out by the principal
in increasing the professionalism of administrative staff is:
1) Determine what tasks must be carried out by the administration to
achieve educational goals at SMP Muhammadiyah Sentang.

717



Ed utec

J(mrn 1! of Education And Technology

Volume 6 Number 3 March 2023

2) Develop an organizational structure for SMP Muhammadiyah Sentang
to divide tasks according to their respective responsibilities.

3) Establish a work mechanism to coordinate work in a harmonious
whole.

4) The principal of Muhammadiyah Sentang Middle School exercises
control over assignments based on job descriptions by coordinating
with his deputy.

5) The principal of SMP Muhammadiyah Sentang carries out his duties
and functions assisted by deputy principals so that they can run
effectively.

The organization that was carried out by the principal of SMP Muhammadiyah
Sentang above was carried out by working with the vice principal of the school.
This collaboration was carried out starting from involving the deputy heads in
preparing the program, which then the program was jointly implemented. Good
cooperation between the principal and deputy head and all school personnel
results in full support in running the program for mutual success.

The organizing carried out by the principal of Muhammadiyah Sentang Middle
School was carried out by dividing tasks according to their respective
responsibilities. Previously the principal had prepared an organizational structure.
Creating an organizational structure allows the principal to control the work of
representatives, teachers and administrators because the tasks and functions of
each position have been established in the organizational structure.

The principal of SMP Muhammadiyah Sentang has control in managing the
school he leads. The principal emphasizes discipline, discipline in the tasks that are
the responsibility of each school personnel. The principal of SMP Muhammadiyah
Sentang has a high concern for the duties of each teacher as evidenced by carrying
out coordination and division of tasks in a structured manner. Through
coordination with the deputy head and others, the principal can exercise control
over the ongoing program.

b. The actions of the school principal in increasing the professionalism of
administrative staff at SMP Muhammadiyah Sentang

Based on the results of observations, researchers saw that there were still
empty emis data. The way for school principals to increase the professionalism of
administrative staff is as follows:

“The implementation of the program to increase the professionalism of
administrative personnel is carried out by giving praise to administrators who excel,
encourage and evaluate. The program is carried out according to the duties of the
school principal, namely monitoring administrative work”.

In line with the administrative acknowledgment that:

“As you can see, the principal always gives his best to develop this school,

as far as I can see in increasing the professionalism of the administrative
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staff he provides training, such as the principal of the school involving
them in seminars that can improve the professionalism of administrative
staff in the hope that after attending the training they can apply the
knowledge they get, the principal also sometimes supervises them in
carrying out their assignments, not only that the principal also gives
directions if it is still lacking, the principal gives advice”.
The results of interviews with teachers obtained an explanation as
follows:
“What actions are taken by the school principal in increasing the
professionalism of the administrative staff at this school is to provide
suggestions so that in carrying out the tasks in accordance with the
directions requested. The principal also wants to evaluate the work of
those who make mistakes in preparing administration”.
As a manager, the principal motivates his personnel by enforcing
discipline, and making various efforts to work as well as possible. The
principal as a manager also provides opportunities for education staff to
improve their profession, and encourages the involvement of all
educational staff in various activities that support school programs. The
school principal also tries to improve the professionalism of
administrative staff in accordance with their duties and functions, namely
managing administrative administration which they carry out with
individual and group approaches.
Based on the results of observations, the principal's actions increased the
professionalism of administrative staff at SMP Muhammadiyah Sentang
in the form of:
1) Remind and foster the administration in carrying out their duties.
2) Checking the presence of administration to enforce work discipline.
3) Evaluate administrative performance.
4) Encouraging administration to better carry out tasks by participating

in seminars and training.

The actions taken by the school principal are in accordance with what
he has planned, even though not all of the plans can be carried out.

c. Supervision of school principals in increasing the professionalism of
administrative staff at SMP Muhammadiyah Sentang

Based on the results of interviews with the school principal, information
was obtained:

“How to monitor the professionalism of administrative personnel by
monitoring their attitude, direct review of the readiness of their duties.
Administrative staff need to be supervised. Supervision is carried out at
any time, although indirectly. How to follow up on the results of the
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supervision, namely the existence of SP 1, 2, 3, asked to speak, why is the
problem”.

Furthermore, Abdillah as the teacher explained as follows:

“In carrying out the supervision of the school principal through
systematic stages starting from planning meetings, class observations
and final meetings. Supervision applied by the principal is democratic.
After carrying out supervision, the principal informs the administration
of the results. In criticizing the administration, the principal showed data
on the administrative errors”.

Kurniawan also explained the same thing as follows:

“Yes, in carrying out supervision the principal does it through systematic
stages. The supervision applied is also democratic. After carrying out
supervision, the principal notifies the results so that there is an
evaluation of the task”.

Administration provides the same answer regarding the supervision of
the school principal in increasing the professionalism of administrative
staff at SMP Muhammadiyah Sentang as follows:

“The school principal oversees our professionalism as administrative
staff by checking our absences and performance. Administration needs to
be supervised because after all administration is a profession that has a
boss where the boss has the right to supervise his subordinates.
Moreover, administrative tasks are not trivial, requiring good
performance. The time used by the principal to carry out this supervision
every opportunity. The school principal follows up on the results of this
supervision by giving a warning to administration whose performance is
not good”.

The professionalism of administrative staff at SMP Muhammadiyah Sentang

Professionalism is a job that is always needed in a job or position, in every job
profession a person must be competent in his field or position, this is inseparable
from administration, staff in administration must have competence in carrying out
duties and responsibilities as school administration. This is based on the results of
interviews with administrators at SMP Muhammadiyah Sentang.

“Everyone who works in a field of work is required to carry it out
professionally, but it is different with us, where we work here with existing skills
and experience and the direction of the school principal, and are assisted with
training such as letter making training and others. In overcoming our shortcomings,
the principal always applies discipline and the directions that are always given”.

The description of the results of the interview above shows that the
administration at SMP Muhammadiyah Sentang, even though they do not come from
educational institutions that are directly involved in the field of administration, but
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they try to always maximize their performance professionally by using as much time
as possible to add insight into administration in the administrative field.

To find out the professionalism of administrative staff, one can see the
responsibility and trustworthiness in the work that has been carried out in their
field in accordance with the duties and functions entrusted to them, for example in
the preparation of administration. This is based on interviews with school
principals:

“Everyone who works as an administrator is expected to leave the teacher
training with a path that is in accordance with the field to be taken, at least he has
experience in the world of administration or the like. But if it's actually more about
work experience and graduates from higher vocational schools, see if you have any
work experience, have you been professionalized if you are appointed as an
administrator. But it's different here, they work with existing abilities and
experience they have. TU staff at this school are not yet graduated, but that is not
our benchmark, as long as they have the skills and abilities that match the criteria
we need and are willing to listen to input”.

The description from the interview above shows that although the
administrative staff here do not come from educational institutions that are directly
involved in the field of administration, they try to do a good and professional job by
using as much time as possible and increasing their knowledge in the field of
administration.

Management of school principals in increasing the professionalism of
administrative staff at SMP Muhammadiyah Sentang
Every problem is of course accompanied by a solution, as is the case in
increasing the professionalism of administrative staff at Muhammadiyah Middle
School Sentang has a way to improve it through the school principal's management.
As stated by the head of school that:
“Because the administrative staff at this junior high school still need to
improve their professionalism, in fact it is one of the problems because we
cannot maximize remuneration in terms of material, but the school always
implements management and provides rewards to staff and other personnel
such as going out together or just eating together, it is also intended that the
bond is not only limited to work partners or superiors and subordinates but
also establish family ties, and it is hoped that their professionalism will be
maximized”.
This was further explained by the administration, that:
“Improving the professionalism of administrative staff like us is very
important because both of us are not from their fields directly such as
graduates majoring in administration, this makes us lack experience because
maybe it is different from those who are in accordance with the path that will
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know the ins and outs of administration, but this is always balanced by the

principal with implementing management and self-development carried out

outside and inside the school, such as through training and workshops”.

From the statement above, it can be concluded that the management of school
principals in improving the professionalism of administrative staff is carried out by
implementing the management functions as previously described and always
providing opportunities for administrative staff to develop themselves and
demonstrate the skills they have.

Supporting and inhibiting factors for the management of the principal in
increasing the professionalism of administrative staff at the Muhammadiyah
Middle School Sentang

The factors that hinder the management of school principals in increasing the
professionalism of administrative staff are:

“In this case, I, as the principal of the school, really want management of

permanent employees for administrative staff, graduates of administrative
staff are very rare, and I hope that the school wants to provide rewards for
administrative staff”.

From this explanation it can be understood that there are very few
administrative staff for permanent staff at school which results in a lack of human
resources. Apart from that, administrative staff at Muhammadiyah Middle School do
not yet have a background that is in accordance with their duties, this is an inhibiting
factor in administrative professionalism in carrying out administration.

The statement was further expressed by the head of TU, who stated that:

“One of the inhibiting factors in the implementation of administration is the

lack of permanent or permanent equipment, such as computers and special

operator rooms, which makes us have to stand by with our respective laptops
to carry out our duties, because school data is also stored in each field”.

The above statement is in accordance with the author's observation, because
the specific tool resources for the staff themselves have not been completely
fulfilled. A person can be said to be a professional at work if he has the ability in his
field, because if it is studied more deeply about the ability it will be quite broad,
because ability does not merely show skill in doing something.

Based on interviews with the authors of the supporting factors in this study,
including the following:

“The supporting factor is that they want to learn from experience, each of the

administrative staff has learned from experience in the field of administration,

and also has an understanding of technology, this makes administrative
performance more effective and coordinated”.

From the explanation above, it is clear that the supporting factors here are the
willingness of the administration to learn and their knowledge of information
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technology so that their professionalism is not hindered by a lack of knowledge
about administration and technology personnel. Apart from that, in improving
administrative professionalism, the principal always motivates them to develop and
be responsible for their work and every activity and supports their staff to always
develop themselves so that they are more professional in carrying out their duties
such as participating in external and internal training and workshops.

DISCUSSION

After the data is presented and produces findings, the next activity is to
examine the nature and meaning of research findings. Each research finding will be
discussed with reference to the theory that has been presented in the literature
review in order to make each of these findings solid and worthy of discussion.

The principal is one of the most important components in improving the
quality of school education. The principal must have the right strategy to improve
the professionalism of the administrative staff in the school. A school principal is
required to have competence in order to carry out his duties properly, including the
principal as a manager. In line with the opinion of Kadarman and Udaya, it is the
principal who is responsible for the success of the school. Therefore, school
principals are required to be able to carry out their duties as managers optimally in
order to increase the professionalism of administrative staff.

In accordance with Stoner's opinion, the first step in management is planning.
Planning means preparing the steps that will be implemented to achieve the goals
that have been determined. The plan can be prepared based on needs within a
certain period of time according to the wishes of the planner (Zaini & Syafaruddin,
2020).

As for the planning of the school principal in increasing the professionalism of
administrative staff found at SMP Muhammadiyah Sentang, a meeting is carried out
at the end of the current school year to develop school programs including the
division of administrative work in the new school year. The implementation of the
meeting as the initial preparation of the planning carried out by the principal of
Muhammadiyah Sentang Middle School is very appropriate, because through this
meeting it is possible to identify deficiencies, weaknesses, difficulties, or problems
that administrative staff often have or experience in carrying out their duties. With
this identification, the necessary programs can be determined to overcome the
shortcomings, weaknesses, difficulties, and problems that the teacher often has or
experiences in the following school year.

Organizing is the activity of compiling and forming working relationships
between people so that a unitary effort is realized in achieving predetermined goals
or is called compiling an organizational structure or division of labor, so that there
is unity, harmony which results in the right policies and decisions. In organizing, the
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head of Muhammadiyah Sentang Middle School determines administrative tasks by
awarding decrees and responsibilities that must be carried out.

What was done by the principal of SMP Muhammadiyah Sentang according to
Wahjosumidjo's opinion that organizing is a process of connecting people who are
involved in a particular organization and unifying their duties and functions within
the organization. In the process of organizing, the division of tasks, authorities and
responsibilities is carried out in detail based on their respective sections and fields
so that synergistic, cooperative and harmonious working relationships are
integrated in achieving the agreed goals.

By organizing, the principal has given clear assignments to the administrative
staff of SMP Muhammadiyah Sentang, so that they understand their respective
duties and can carry them out according to their portion. So the organizing function
as an activity of dividing tasks among people involved in cooperation to facilitate the
implementation of work. The implementation of the organizing function can take
advantage of the structure that has been formed in the organization, where the
structure has been prepared at SMP Muhammadiyah Sentang.

Improving the professionalism of administrative staff is one of the principal's
duties as a manager. This is in accordance with what Stoner stated, where one of the
things that needs to be managed by the school principal is the people who carry out
the task, namely administrative staff, so that they are motivated to carry out their
duties as well as possible. Besides that, it is in accordance with the duties and
functions of the head of SMP Muhammadiyah Sentang.

The professionalism of administrative staff, as stated by Malayu SP Hasibuan,
is a process carried out so that their behavior can be directed towards real efforts to
achieve predetermined goals. Administrative staff need motivation in order to carry
out the learning process effectively and efficiently because motivation greatly
influences their performance (Finnigan, 2010).

Based on the findings at Muhammadiyah Sentang Middle School, the
researchers found that the professionalism of the administrative staff was quite
good, as seen from the responsibility in doing their work, not easily discouraged and
tenacious in carrying out their duties, happy to find and solve problems, and
discipline in carrying out tasks. The researcher said that this was good according to
the internal motivation indicator put forward by Hamzah B Uno.

Initially, the administration staff of SMP Muhammadiyah Sentang still lacked
discipline and had low responsibility. Like being late for work, coming home early,
not even coming to work. Therefore, the school principal as a manager continues to
strive to carry out his role in carrying out management to increase the
professionalism of the administrative staff he leads. In this case, the principal of the
Muhammadiyah Sentang Middle School gave awards to administrative staff who
excelled, encouraging them to be better at carrying out their duties by participating
in seminars.
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What the principal of SMP Muhammadiyah Sentang did was in accordance
with Kompri's opinion, where as a school principal in motivating administrative
staff it is necessary to regulate the work environment both in physical form such as
school buildings, infrastructure and non-physical facilities in the form of creating
good relations between leaders and subordinates and between subordinates.

The success of management is largely determined by the success of its leaders
in managing the educational staff available at the school. In this case, increasing the
professionalism of administrative personnel can be carried out by management of
educational staff or educational personnel management which aims to utilize
educational staff effectively and efficiently to achieve optimal results, but still in
pleasant conditions. In this regard, the personnel functions that must be carried out
by the leadership are recruiting, developing, paying and motivating personnel to
achieve system goals, helping members achieve positions and standards of behavior,
maximizing the career development of educational staff, and aligning individual and
organizational goals.

The Principal of Muhammadiyah Sentang Middle School has done as optimally
as possible in managing the professionalism of administrative staff. He empowers
administrative personnel through cooperation or cooperativeness, provides
opportunities for administrative staff to improve their profession, and encourages
the involvement of administrative personnel in various activities that support
school programs.

Every  implementation of an  educational program requires
supervision/control. It must be investigated whether or not there are conditions
that will enable the achievement of the goals that have been set, so that it can be
known the level of achievement of a particular goal and if there are errors and
difficulties in carrying out an activity can be repaired and controlled and choose the
best way to fix it.

The foregoing is in accordance with Donni Juni Priansa's opinion that thorough
supervision prevents mistakes and corrects mistakes. A good organization has
minimal errors because the supervisory function is running well. Means that
supervision is not only to look for mistakes, but to try to avoid mistakes and correct
them if there are mistakes.

From the results of the research, the researchers found that the principal of
Muhammadiyah Sentang Middle School in carrying out his duties as a supervisor in
order to increase the professionalism of administrative staff was quite maximal, by
carrying out direct supervision, namely examining the work of administrative staff.

CONCLUSSION
Based on the results and discussion of the research it can be concluded that:

The plan for the school principal to increase the professionalism of
administrative staff at SMP Muhammadiyah Sentang is carried out through a
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meeting at the end of the current school year to develop school programs including
the division of administrative work for the new school year. Through this meeting,
deficiencies, weaknesses, difficulties, or problems that are often experienced by
administrative personnel in carrying out their duties can be identified.

Organizing school principals in increasing the professionalism of
administrative staff at SMP Muhammadiyah Sentang is carried out by determining
the duties of administrative personnel in certain fields by issuing decrees and
responsibilities that must be carried out.

The actions of the school principal increase the professionalism of
administrative staff at SMP Muhammadiyah Sentang by providing rewards for
administrative staff who excel, encouraging them to be better at carrying out their
duties by participating in seminars.

Supervision of school principals in increasing the professionalism of
administrative staff at SMP Muhammadiyah Sentang is carried out through direct
monitoring of the implementation of administrative staff duties. Supervision is also
carried out by looking at the schedule and attendance list of the administrative staff
and carrying out supervision as seen from the results of the work reports of the
administrative staff at the end of the month.
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