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ABSTRACT

To find out the implementation of personnel document archiving man-
agement through a repository in the Gorontalo City Government, to find out
the factors that determine the management of personnel document archives
through a repository in the Gorontalo City Government Environment.

This research uses a qualitative approach. Primary data was obtained
through interviews with 11 informants/resource persons consisting of offi-
cials and employees as well as regional activity support staff who have duties
in managing personnel document archives through repositories within the
Gorontalo City Government.

The results of this study indicate that the Implementation of personnel
documents archival management through repositories in the Gorontalo City
Government has been carried out by all regional apparatus organizations, by
utilizing new media archives, namely electronic archives in the form of digital
files which are transferred through the transfer of media archives, and contin-
ued. with electronic archive management then in the implementing personnel
document archiving management through a repository within the Gorontalo
City Government, there are factors that determine archival management ac-
tivities, including facilities / infrastructure, Human Resources and Compe-
tence.
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INTRODUCTION

Civil Servants are indonesian citizens
who meet certain requirements to be ap-
pointed as State Civil Servant on a perma-
nent basis by the Civil Service Officer.
The appointment of a person to be a Can-
didate for Civil Servant is carried out
through a decree signed by the Civil Ser-
vice Officer based on consideration and
approval by the State Civil Service
Agency. The existence of Civil Servants
is closely related to important documents
that become employment documents,
other than that Civil Servants plays a very
important role in it to ensure the selection
of professional and competent people, in
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accordance with job competency stand-
ards. So that the Gorontalo provincial
government makes various efforts to sup-
port this policy including Gorontalo Gov-
ernor Regulation Number 50 of 2016
where the performance appraisal system
must be based on integrity, work ethic
and mutual cooperation [6].

Various employment documents in
possession of a civil servant include a de-
cree of appointment as a Candidate for
Civil Servants (CPNS), a Decree on the
Appointment of Civil Servants (PNS), a
Decree of Promotion, and so on. These
personnel documents have their respec-
tive functions for each PNS.
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For agencies in charge of personnel,
administrative activities are always deal-
ing with the process of creating and issu-
ing personnel documents. Personnel doc-
ument management should not just be
done, but become an important part of the
archives that must be maintained. The du-
rability of the life cycle of personnel doc-
ument archives from the stage of publish-
ing, duplicating, maintaining, and de-
stroying, requires a good and correct sys-
tem to handle it.

The process of managing personnel
documents in government agencies must
be managed and organized based on ar-
chival management. For large agencies
such as the Gorontalo City Government,
apart from being carried out by each re-
gional apparatus organization, the man-
agement of personnel documents is also
carried out centrally by the Gorontalo
City Education and Training Personnel
Board.

Based on preliminary research at the
Gorontalo City Personnel Education and
Training Agency, it was found that the
management of personnel document ar-
chives was carried out in two ways,
namely manually (conventional systems)
and electronically (digital files) through
the repository application. In manual
management (conventional systems),
staffing document archives are still in the
form of paper documents. Meanwhile,
electronic archive management through
the repository application is an archive
management with a digital file format.
Thus in archival storage there is no need
for paper documents which sometimes re-
quire space and archive storage space.
The existence of this Repository applica-
tion is a new stage in the application of
personnel document archival manage-
ment within the Gorontalo City Govern-
ment. The use of this repository applica-
tion is carried out based on the Mayor of
Gorontalo Circular Number: 800/11/1593
dated 14 September 2018 concerning the
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application of the digital repository appli-

cation.

However, behind the many benefits
in using this repository application, re-
searchers found various problems in us-
ing the repository application, including
the following;

1. There are still civil servants in several
regional apparatus organizations who
have not finished processing personnel
documents in the repository applica-
tion.

2. Lack of human resources and insuffi-
cient computer equipment for reposi-
tory management in a number of Re-
gional Apparatus Organizations.

3. Incomplete civil servant document ar-
chives that will be managed into digital
archives.

4. Unavailability of internet network in a
number of Regional Apparatus Organ-
izations.

Based on the preliminary research
conducted, the researcher has developed
the results of the study with the following
focus:

1. Implementation of personnel docu-
ment archiving management through a
repository within the Gorontalo City
Government, with sub-focus covering:
a. Utilization of new media archives,
b. The process of transferring the ar-

chive media,
c. Management of electronic files /
digital files

2. The factors that determine the man-
agement of personnel document ar-
chives through the repository in the
Gorontalo City Government, with sub
focus:

a. Facilities and Infrastructure,
b. Human Resources,
c. Competence.

Administration as cooperative group
activities to achieve common goals [5].
Furthermore, administration as a whole
process of cooperation between two or
more human beings based on certain ra-
tionality achieve predetermined goals [5].
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In this connection, the word "public”
has two different meanings. First, public
is defined as the state or government, as
in the translation of public administration
into state administration. Second, the
word public is the equivalent of a general
word as in the public telephone (public
telephone), or public transportation (pub-
lic transportation) [1].

In addition, there has been a change
in the meaning of public as a state, be-
coming public as a society. In the sense
that state administration is no longer too
oriented towards activities by the state,
but becomes by, for and to the people.
The approach of state administration is no
longer to the state but its emphasis on so-
ciety [7].

Public administration is a complex
combination of theory and practice, with
the aim of promoting understanding of
government in relation to the society be-
ing governed and also encouraging public
policies to be more responsive to social
needs [5].

Based on the theoretical results or the
opinion of the experts above, it can be
concluded that public administration is a
series of activities carried out by a group
of people, both in the government and the
private sector in order to meet predeter-
mined needs.

Management is as an art of getting
everything done through other people. It
calls attention to the fact that managers
achieve organizational goals by arranging
for others to do the work required without
doing the work themselves. Thus, man-
agement is a specific practice that trans-
forms groups of people into groups that
are effective, goal-oriented, and produc-
tive [8].

Based on the theory that has been put
forward by these experts, it can be con-
cluded that management is an activity
within the organization to plan, organize,
lead and control members of the organi-
zation to utilize their resources in order to
achieve predetermined goals.
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An archive is a collection of docu-
ments that are considered to have a par-
ticular use and are stored systematically
so that they can be easily searched when-
ever needed [2]. Another opinion sug-
gests that archives or documents can ba-
sically be interpreted as any written rec-
ord in the form of pictures or charts that
contain information about the subject
(subject matter) or events that people
make to help people's memory [3].

Another definition, archives are rec-
ords of activities or events in various
forms and media in accordance with the
development of information and commu-
nication technology that are made and ac-
cepted by state institutions, regional gov-
ernments, educational institutions, com-
panies, political organizations, social or-
ganizations, and individuals in the imple-
mentation social life nation & state [11].

Archiving is an activity of structuring
and managing archives starting from re-
ceiving, recording, sending, removing, or
destroying correspondence or various
other types of documents [2].

Archiving is all activities covering
policies, fostering archives and managing
records in an archival system supported
by human resources, infrastructure and
facilities, and other resources [11].

In organizing archives, we need a rule
that becomes a guide in the process of
managing and arranging archives. Rec-
ords management is planning, placing,
organizing, directing and monitoring rec-
ords and the entire process related to ar-
chives [2].

Regarding archival management
there is an opinion which states that, Rec-
ords Management is planning, monitor-
ing, directing, organizing, training, as
well as developing and other managerial
activities aimed at creating, maintaining,
using and shrinking records with the aim
of achieving good documentation and in
accordance with real policies and transac-
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tions (events, events, activities), and ef-

fective and economical / efficient man-

agement of organizational operations [9].

Records management can be used as

a performance accountability of a govern-

ment agency if it includes several indica-

tors, namely; Andal, Participation, Ac-

countability, and Accessibility [11].

Along with the times, archive man-
agement has adapted to information tech-

nology. If studied, there are several di-

mensions that have been carried out by

experts in the application of archival
management, namely:”

1. Utilization of new media archives, to-
day in archives management, most or-
ganizations have used and made use of
new media archives. New media ar-
chives are archives whose information
content and physical form are recorded
in magnetic media using electronic de-
vices or in the form of moving image
media, static images, and sound re-
cordings created in the context of car-
rying out organizational or individual
activities [4].

2. The process of transferring the archive
media, In the use of new media ar-
chives, the initial process is carried out
through transfer of media archives. Ar-
chival media transfer is the process of
transferring archive media from one
form of media to another, using a scan-
ner in order to save physical and ar-
chival information [4]. The activity of
"transfer of archive media is regulated
in Law Number 43 of 2009 concerning
Archives, particularly in relation to the
discussion of authentication. The pur-
pose of transferring archive media is to
accelerate service access and archive
preservation.

3. Management of electronic records
(digital files), The definition of elec-
tronic archive is a collection of data
stored in the form of scanned data that
is transferred electronically or done
with a digital copy using high resolu-
tion, then the archive is stored on a

hard drive or optical disk [2]. Another
opinion suggests that Electronic Rec-
ords are records that are created, used
and maintained as evidence of transac-
tions, activities, and functions of insti-
tutions or individuals that are trans-
ferred and processed by computer sys-
tems [4].

The factors that influence archival
governance are;

1. Facilities and infrastructure, Facilities
and infrastructure are very influencing
factors in the success of archiving
management activities. Facilities and
Infrastructure are a form of intermedi-
ary that supports and supports activi-
ties to achieve archival management
objectives. Infrastructure is everything
that is the main support for the imple-
mentation of a process, while facilities
are all kinds of equipment, work
equipment, and facilities that function
as the main tool carrying out work [4].

2. Human Resources, Human Resources
are an indispensable support for man-
aging archives. Archival Human Re-
sources are leaders, archivists and ad-
ministrative staff who are in charge of
managing archives and fostering ar-
chives. In connection with this task,
Archives HR must have certain com-
petencies in the field of archiving, in
order to support the task of managing
records properly [4].

3. Competence, Competence is the ca-
pacity possessed by employees that
lead to behavior in accordance with the
demands of the job and in accordance
with company regulations that will
bring results as desired [6]. In addition,
it can be concluded that, job compe-
tence is a map of the capacity of em-
ployees for the job attributes they
carry, which is a collection of abilities,
skills, maturity, experience, effective-
ness, efficiency, and success in carry-
ing out job responsibilities [6].”

Documents come from the English
document which means something that is
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written or printed and all objects that have
information selected to be collected, com-
piled, provided or distributed. Document
is something that is written or printed
which can be used as evidence or infor-
mation. More specifically, we can inter-
pret Documents as important documents
or securities that are written or printed
which function or can be used as evidence
or information [10].

If we relate documents to employ-
ment, it can generally be interpreted that
Personnel Documents are a collection of
decision letters in the field of employ-
ment issued by Personnel Fostering Of-
ficers or Competent Officers, who have
legal force and explain someone's em-
ployment status and are kept in an orderly
and orderly structure so that they can
found and used if needed.

The management of civil service
manuscripts is carried out in order to in-
crease the importance of civil servant
documents / files as one of the sources of
personnel management information that
can form a positive image of staffing
manuscripts.

The term repository has a meaning as
a storage / warehouse. Etymologically, a
repository can be interpreted as a place to
store (archiving). So far, the term reposi-
tory is only known in the world of librar-
ies or in educational institutions in the
form of an Institutional Repository. The
repository is used as a means of storing a
number of documents in the form of dig-
ital files which are the work of students or
lecturers, such as papers, studies, journals
and others that can be documented [10].

In connection with this study, reposi-
tory is defined as a means of storing elec-
tronic archive documents in the form of
digital files. Electronic archives that are
stored and managed in this repository ap-
plication are collections of employee files
or documents that have been converted or
converted into digital files.
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RESEARCH METHODS

This study uses qualitative methods
so that it can provide an understanding of
a phenomenon. Research carried out re-
lated to the implementation of personnel
document archival management through
this repository, was conducted to clearly
see the processes that occur in its imple-
mentation in the field. The locations that
became the research targets were the
Gorontalo City Education and Training
Personnel Board and a number of re-
gional apparatus organizations as sam-
ples. The research time was carried out
from July to August 2020.

In carrying out research, it is neces-
sary to have the existence and complete-
ness of data, both primary and secondary
data. Primary data is data that is obtained
directly in the field when conducting ini-
tial research through supporting instru-
ments such as cameras and important
notes obtained from sources. Meanwhile,
secondary data is data obtained through
direct documents published by the rele-
vant OPD.

The availability of data and infor-
mation becomes the basis and guide for
the continuation of the research. From
this activity, it is hoped that the existence
of the repository application can be used
in managing employee document ar-
chives. In addition, how to use new media
archives, the process of transferring me-
dia archives, and managing electronic ar-
chives (digital files), and it is necessary to
know the factors that influence the use
and use of repository applications in the
Gorontalo City Government which in-
clude: facilities and infrastructure, human
resources, and competence.

RESEARCH RESULTS

At the time of conducting the re-
search, the researcher carried out the re-
search by conducting direct interviews
with 11 sources or informants with the
positions as Head the Agency, Head of
Service, Assistant, Head of Field, Head of
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Sub-Division, Head of Sub-Division,
Network Maintenance, Repository Data
Manager, Civil Service Archives Man-
ager, and Simpeg Operators.

Based on the results of the research
that has been done, the following can be
described:

Implementation of Archives Manage-
ment

Based on research in the field, ac-
cording to data obtained at the Education
and Training Staffing Agency of goron-
talo city mentioned the overall Organiza-
tion of Regional Devices in the Gorontalo
City Government has used the repository
application in the management of ar-
chives management of staffing docu-
ments. Each Regional Device Organiza-
tion has utilized a new media archive in
the form of electronic archives in the form
of digital files.

Gradually the management of con-
ventional archives (paper archives) began
to be abandoned in line with the policy is-
sued by the State Personnel Agency
(BKN) to implement paperless. Adminis-
trative activities processed to the BKN
have utilized new media archives that are
processed through the system that has
been prepared.

Utilization of New Media Archives

Based on research in the field, ac-
cording to the data obtained at the Goron-
talo City Education and Training Person-
nel Board, it is said that as a whole the
Regional Apparatus Organizations in the
Gorontalo City Government have used
the repository application in managing
personnel document archival manage-
ment. Each Regional Apparatus Organi-
zation has utilized new media archives in
the form of electronic archives in the form
of digital files.

Gradually the management of con-
ventional archives (paper archives) began
to be abandoned along with the policy is-
sued by the National Civil Service
Agency (BKN) to implement paperless.
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Administrative activities that are pro-
cessed at BKN have made use of new me-
dia archives that are processed through a
system that has been prepared.

Transfer of Archive Media

In the use of new media archives in
the repository application, there are
stages in the process of transferring ar-
chive media. Manual archives (paper
files) that have been in use have begun to
be converted into electronic files in the
form of digital files.

In the process of transferring archive
media at each Regional Apparatus Organ-
ization there are problems faced, includ-
ing; the unavailability of civil servant
document archives, the lack of coopera-
tion of the civil servants in preparing per-
sonnel document archives, the lack of
functioning document scanner tools, and
the absence of computer equipment spe-
cifically prepared for the management of
personnel administration.

To solve the problems faced in ar-
chiving management during the transfer
of archive media, the solutions include;
prepare civil servant documents, prepare
scanning tools or scan personnel docu-
ments elsewhere.

Electronic Records Management (digi-
tal files)

The existence of electronic records
(digital files) really requires special atten-
tion in the handling process, and must be
managed by utilizing computer technol-
ogy. The process of creating electronic
records that requires special expertise in
utilizing computer technology aims to
protect conventional records from physi-
cal damage. With good management of
electronic records, it is hoped that they
can create reliable archives that become
evidence or authentic documents at gov-
ernment agencies.

Decisive factors
Facilities and infrastructure

In accordance with the results of
monitoring in several regional apparatus
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organizations, in general the facilities
used for conventionally structuring per-
sonnel documents are available, includ-
ing management rooms, storage cabinets,
and other facilities. However, for archival
management through the repository ap-
plication, apparently not all regional ap-
paratus organizations have prepared ade-
quate facilities and infrastructure. " The
process of managing archives using the
repository application by personnel man-
agers is still integrated and even mixed
with tasks in other fields. In fact, the room
for archiving management that uses com-
puter equipment should use a separate
place facilitated by office equipment in
accordance with the required standards,
conditions and specifications.

To support the implementation of du-
ties in the implementation of personnel
document archival management through
the repository, the Gorontalo City Educa-
tion and Training Personnel Board has
prepared the necessary facilities and
equipment, including; Computer devices,
scanners, Labtop, Internet Dedicated,
Mikrotik, and Servers. All of these tools
support the successful management of
personnel document archives through the
repository.

Human Resources

In order to support the Gorontalo City
Government policy in implementing per-
sonnel document archival management
through the repository application, each
regional apparatus organization has been
assigned a Simpeg operator who also acts
as a repository application manager oper-
ator.

In carrying out the duties of the oper-
ators together with the archival managers
coordinated by the Heads of Sub Division
of Personnel, jointly prepare and manage
archival personnel documents through the
repository application.

Although the obligation to input dig-
ital employee document data files is the
duty of each civil servant, the task of
these simpeg operators is to serve, check,
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and help civil servants to ensure all digital
file documents are stored in the repository
application.

Competence

In implementing personnel document
archival management through a reposi-
tory within the Gorontalo City Govern-
ment, archival managers through the re-
pository application are required to have
competence in the field they do.

At this level, the Gorontalo City Gov-
ernment must reform and develop human
resources. In addition to being able to in-
crease the ability, capacity, and profes-
sionalism, in the end it can increase the
productivity of archival managers in car-
rying out their duties. " Mastery of skills
and competencies possessed by archival
managers is in turn expected to improve
organizational performance in providing
services in stages.

DISCUSSION

The application of the use of the re-
pository application as a means of storing
and managing personnel documents elec-
tronically within the Gorontalo City Gov-
ernment has been implemented in all re-
gional apparatus organizations.

The term repository has the meaning
of a storage or warehouse. Etymologi-
cally, a repository can be interpreted as a
place to store (archiving) [10].

In relation to the research that has
been done, repository is defined as a
means of storing employee documents in
the form of electronic archives (digital
files) of civil servants in the Gorontalo
City Government.

The results of research that have been
carried out on regional apparatus organi-
zations within the City Government of
Gorontaalo can be described as follows:
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Implementation of Records Manage-
ment
Utilization of new media archives

Along with the times, archive man-
agement has adapted to information tech-
nology. Nowadays there has been a
change in the field of archiving, where
previously we were familiar with paper
archives. now a number of institutions are
starting to introduce new media archives.
Facing this phenomenon, archive man-
agement has participated in utilizing the
new media archives. New media archives
are archives whose information content
and physical form are recorded on mag-
netic media using electronic devices or in
the form of moving image media, static
images, and sound recordings created in
the context of implementing organiza-
tional or individual activities [4].

The results showed that the manage-
ment of personnel document archives was
carried out in two ways, first convention-
ally or paper archives, and secondly
through the repository application. For ar-
chival management using the repository
application, all regional apparatus organ-
izations have utilized new media archives
in the form of electronic archives (digital
files).

The process of transferring archive
media

In implementing personnel document
archival management through reposito-
ries, it cannot be separated from the exist-
ence of new media archives in the form of
electronic archives. The stage of creating
the electronic archive begins with the pro-
cess of transferring the archive media. In
theory, it is concluded that the transfer of
archival media is the process of transfer-
ring archival media from one form of me-
dia to another, using a scanner in order to
save physical and archive information
[4].

The results showed that in the man-
agement of personnel document archives
through the repository, all regional appa-
ratus organizations had carried out the
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process of transferring archive media.
The process of transferring archive media
is still carried out in a simple stage,
namely using a scanner available in each
regional organization. The results of the
transfer of archive media in the form of
electronic archives are then stored in the
repository application according to the
folders of each employee.

Management of electronic records

Electronic archives (digital files) that
are stored in the repository application are
collections of civil servant documents
created by transferring media using a
scanner. The definition of electronic ar-
chives is a collection of data stored in the
form of scanned data which is transferred
electronically or done with a digital copy
using high resolution, then the archive is
stored on a hard drive or optical disk [2].

In accordance with the results of the
study, it is obtained an illustration that all
personnel managers have managed per-
sonnel document archives using elec-
tronic archives. The existence of elec-
tronic records is a solution in overcoming
problems in managing records in regional
organizations. The difficulty of searching
for archives because of the large amount
of accumulation, and not being managed
with a good filing system, can be over-
come by the presence of electronic ar-
chives. This archiving system that utilizes
computers provides enormous benefits in
managing records.

Decisive factors
Facilities and infrastructure

Facilities and infrastructure are one
of the factors that greatly influence the
success of the tasks of an organization.
Facilities and Infrastructure is a form of
intermediary that supports and supports
activities to achieve archival management
objectives. Infrastructure is anything that
is the main support for the implementa-
tion of a process, while facilities are all
kinds of equipment, work equipment, and
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facilities that function as the main tool in
carrying out work [4].

Facilities, such as computers, scan-
ners, and internet networks. Regarding
the provision of infrastructure in the form
of a special room to process archival man-
agement using the repository application,
it seems that not all regional organiza-
tions have provided it. Field observations,
related to this room, still appear to be
mixed up or join other fields.

Human Resources

Human Resources is a supporting
factor that is no less important in the ap-
plication of personnel document archival
management through the repository. Ar-
chival human resources are leaders, archi-
vists, and administrative staff who are in
charge of managing archives and foster-
ing archives [4]. In connection with this
task, Archives HR must have certain
competencies in the field of archiving, in
order to support the task of managing rec-
ords properly.

Table 1. Data on the number of archival
document managers through repositories
in the Gorontalo City Government

No | Position Name Total Inf.

1 | Head of sub Di- | 38 orang | OPD
vision

2 | OperatorSimpeg | 38 orang | OPD

3 | Archivist 38 orang | OPD

4 | Network Mainte- | 20rang | BKPP
nance Data Re-

5 | pository Man lorang | BKPP

Competence

In the context of implementing per-
sonnel document archiving management
through a repository within the Gorontalo
City Government, the implementation
level does not only require Human Re-
sources as managers. However, HR as the
manager of personnel document archives
is highly required to have competence in
the field of work they do.

The theory or opinion on competence
states that competence is the capacity of
employees that lead to behavior that is in
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accordance with the demands of the job
and in accordance with company deci-
sions that will bring the desired results.
"Meanwhile, job competence is a map of
the capacity of employees for the attrib-
utes of the job carried out, which is the
ability, skills, maturity and experience,
effectiveness, efficiency, and success in
carrying out job responsibilities [6].

The results showed that not all of the
human resources managing archives
within the Gorontalo City Government
have the competence according to the
field of work they do. In terms of educa-
tional background, they are not human re-
sources who have basic computer science
education or archiving science. Most of
these managers are self-taught and gain
expertise independently.

Table 2. Education Level Data for Per-
sonnel Document Archival Management
through Repositories in the Government
of Gorontalo City

No. Level of Education Status
SLTA | DIll S1
1 32o0rg | 20rg | 27 Org PNS/
TPKD

Based on the data above, Gorontalo
City Government must make improve-
ments in human resource management
followed by human resource develop-
ment through the implementation of Edu-
cation and Training and Technical Guid-
ance.

This human resource development
effort, in addition to being able to in-
crease the ability, capacity, and profes-
sionalism, ultimately can increase the
productivity of archival managers in car-
rying out their duties. " In addition, it is
necessary to realize their employment
rights by making appointments in func-
tional positions in order to improve per-
formance in services.

CONCLUSION
From the results of research and dis-
cussion carried out on the implementation
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of personnel document archival manage-

ment through the repository within the

Gorontalo City Government, it can be

concluded that the following are:

1. Personnel document archival manage-
ment through repositories within the
Gorontalo City Government has been
implemented in all regional apparatus
organizations through the use of new
media archives which begins with the
transfer of media archives from paper
archives to electronic archives fol-
lowed by management of electronic
files (digital files).

2. In managing the archiving of person-
nel documents through a repository
within the Gorontalo City Govern-
ment, the existence of facilities / infra-
structure, human resources and the
competence of the apparatus are the
determining factors in archiving activ-
ities.

Based on the results of the research
that has been done, there are several
things that the researchers suggest, that
the application of personnel document ar-
chival management through the reposi-
tory should receive support from all civil
servants, especially in the process of
transferring archive media by preparing
the required documents, and for the lead-
ership of Regional Apparatus Organiza-
tions can support in preparing facilities /
infrastructure and facilities for archiving
management.

The government through regional ap-
paratus organizations must provide the
widest possible opportunity for civil serv-
ants who are tasked with managing per-
sonnel document archives, to take part in
education and training in order to increase
competence, as well as process the em-
ployment rights of archival managers to
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be appointed to functional positions in ac-
cordance with the provisions.
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