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Abstract :  
This study aims to examine the integration of office management 
principles in optimizing the governance of Islamic educational institutions. 
Administrative management in many Islamic educational institutions is 
often still technical and fragmented, resulting in less effective institutional 
governance. This research employs a qualitative approach through library 
research by analyzing relevant literature on office management and 
educational governance. The study focuses on key principles such as 
planning, organizing, directing, controlling, and information 
management, and their relevance to institutional effectiveness. The 
findings indicate that integrating office management principles 
strengthens administrative professionalism, enhances organizational 
coordination, and promotes transparency and accountability in 
institutional management. This integration repositions administration not 
merely as a supporting function, but as a strategic instrument in 
developing effective Islamic educational institutions. The study 
contributes theoretically by offering an integrative conceptual framework 
and practically by providing recommendations for improving governance 
systems in Islamic educational settings. 

 

PENDAHULUAN 
The governance of Islamic educational institutions has become increasingly complex in 

the contemporary era. Institutional development today requires not only visionary leadership 
and curriculum innovation, but also effective administrative systems that ensure organizational 
sustainability (Memon et al., 2024). Governance is no longer limited to policy formulation; it 
involves systematic coordination, documentation, information flow, and accountability 
mechanisms that support institutional performance. 

In many Islamic educational institutions, administrative practices are still viewed as 
technical and routine activities (Faizin, 2024). Administration is often positioned merely as a 
supporting unit responsible for correspondence, archiving, and documentation, rather than as 
a strategic managerial function (Mokat et al., 2023). This perception contributes to fragmented 
coordination, inefficiencies in information management, and limited integration between 
administrative work and institutional goals. 

Studies in educational management have widely discussed leadership effectiveness, 
curriculum development, quality assurance, and institutional culture as determinants of 
educational success (Nadeem, 2023). However, relatively limited attention has been given to 
the integration of office management principles within educational governance, particularly in 
Islamic educational contexts. As a result, administrative systems frequently operate without a 
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structured managerial framework that connects operational procedures with strategic 
objectives (Basiru et al., 2023). 

Office management as a field of study offers systematic principles such as planning, 
organizing, directing, controlling, and information management (Rindani et al., 2025). These 
principles are designed to enhance coordination, improve efficiency, and strengthen 
organizational effectiveness. When applied strategically, office management can reposition 
administration as a core managerial component that directly contributes to institutional 
development and sustainability (Bolatito & Madinah, 2025). 

The absence of conceptual integration between office management principles and 
governance practices in Islamic educational institutions creates a significant gap. While 
governance discourse emphasizes leadership and policy, administrative systems remain under-
theorized and under-optimized. This gap highlights the need for a conceptual framework that 
bridges managerial administration and Islamic educational governance. 

Based on this gap, this study aims to analyze the integration of office management 
principles in optimizing the governance of Islamic educational institutions. Through a qualitative 
library research approach, this article seeks to formulate an integrative conceptual framework 
that strengthens administrative professionalism and institutional effectiveness. The study is 
expected to contribute both theoretically, by enriching educational management discourse, and 
practically, by offering insights for improving governance systems in Islamic educational 
institutions. 

 
METODE PENELITIAN 

This study employs a qualitative research design using a library research approach. The 
focus of the study is to analyze and synthesize relevant scholarly literature concerning office 
management principles and the governance of Islamic educational institutions. This approach 
was chosen because the research aims to construct a conceptual framework grounded in 
theoretical perspectives rather than empirical field data. 

The data sources consist of books, peer-reviewed journal articles, and authoritative 
academic publications discussing office management, educational governance, organizational 
effectiveness, and Islamic educational management. Relevant literature was systematically 
identified, selected, and classified based on its alignment with the research objectives and 
conceptual relevance to the topic. 
 

Gambar 1: Research Literature Management 
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Data were analyzed using qualitative content analysis. The process involved interpreting, 
comparing, and synthesizing theoretical arguments to identify patterns and conceptual linkages 
between office management principles such as planning, organizing, directing, controlling, and 
information management and governance practices in Islamic educational institutions. Through 
this analysis, the study formulates an integrative conceptual framework to optimize institutional 
governance. 

 
RESULT AND DISCUSSION 
Core Principles of Office Management 

The analysis of relevant literature indicates that office management is fundamentally 

structured upon a set of core managerial principles that serve as the backbone of organizational 

effectiveness. Rather than functioning merely as technical or clerical procedures, office 

management represents a systematic managerial framework designed to regulate coordination, 

workflow, documentation, and communication within an organization (Nuraisyah et al., 2024). 

In contemporary organizational theory, office management is positioned as an integral 

component of governance, ensuring that institutional objectives are translated into structured 

administrative operations (Biondi & Russo, 2022). Its principles provide operational coherence 

and managerial discipline that sustain institutional performance over time.  

The first principle is planning, which involves determining institutional objectives, setting 

priorities, and formulating administrative programs aligned with strategic goals. Planning in 

office management goes beyond scheduling routine activities; it establishes a proactive 

orientation that anticipates future needs and allocates resources accordingly (J. Ahmad, 2024). 

Through systematic planning, administrative units can design workflows, documentation 

procedures, and reporting mechanisms that directly support institutional development. In 

educational settings, planning strengthens the alignment between academic programs, 

administrative support systems, and governance frameworks (Aithal & Maiya, 2023). 

The second principle, organizing, refers to the structured arrangement of tasks, 

responsibilities, and authority within an administrative system. Organizing clarifies role 

distribution, prevents duplication of work, and establishes formal lines of coordination (J. 

Ahmad, 2024). A well-designed organizational structure enhances efficiency by ensuring that 

each administrative function operates within a defined scope and contributes to overall 

institutional objectives. In this sense, organizing is not merely structural but strategic, as it 

stabilizes workflow processes and supports institutional continuity, particularly during 

leadership transitions (Pacheco-Cubillos et al., 2024). 

The third principle is directing, which emphasizes leadership guidance, supervision, and 

motivation of administrative personnel. Directing ensures that human resources function in 

accordance with institutional standards, performance expectations, and ethical values (Umami 

& Yasin, 2024). This principle highlights the importance of communication, coordination, and 

professional development in administrative governance. Through effective direction, office 

management fosters a culture of responsibility and competence, transforming routine tasks into 

performance-oriented contributions to institutional goals. 

The fourth principle, controlling, involves systematic monitoring, evaluation, and 

corrective action to ensure that administrative processes remain aligned with planned 

objectives. Controlling introduces accountability mechanisms into office management by linking 



 

 EJORI: Educational Journal of Indonesia, Vol. 2, No. 1, May 2026     4 

activities to measurable indicators and documented outcomes (Pilon & Brouard, 2023). It 

enables organizations to identify inefficiencies, address deviations, and implement 

improvements. Within governance systems, control functions as a feedback mechanism that 

strengthens transparency and reinforces institutional credibility among stakeholders. 

The fifth principle is information management, which encompasses documentation 

systems, data processing, archiving procedures, and communication networks. In contemporary 

organizations, information management is central to evidence-based decision-making and 

policy formulation (Biswas et al., 2024). Effective documentation and data integration allow 

institutions to maintain historical records, track performance, and respond to regulatory 

requirements. The incorporation of digital technologies further enhances administrative 

efficiency, accuracy, and accessibility, positioning information systems as strategic assets within 

governance frameworks (Wadi & Muftah, 2025). 

Collectively, these five principles demonstrate that office management constitutes a 

comprehensive managerial system rather than a peripheral technical function. By integrating 

planning, organizing, directing, controlling, and information management, office administration 

becomes a structured governance instrument capable of enhancing coordination, efficiency, 

and institutional sustainability. This conceptual understanding provides a strong theoretical 

foundation for examining how these principles may be integrated into broader governance 

systems, including those of Islamic educational institutions. 

Governance Characteristics of Islamic Educational Institutions 
The governance of Islamic educational institutions is generally shaped by a strong value-

based orientation rooted in religious principles, moral responsibility, and community trust 

(Rahman, 2025). Institutional identity is often closely connected to Islamic teachings and the 

vision of the founding figures or leaders. As a result, governance practices tend to emphasize 

ethical commitment, collective responsibility, and spiritual accountability alongside 

organizational performance. 

Leadership plays a central role in determining the direction and management of Islamic 

educational institutions. In many cases, decision-making authority is concentrated in the hands 

of institutional leaders, foundations, or senior religious figures. This centralized model can 

create cohesiveness and clarity of vision; however, it may also limit the development of 

systematic administrative structures when institutional management relies more on personal 

authority than on standardized governance mechanisms (Krogh & Lo, 2023). 

Administrative practices within these institutions frequently evolve in a pragmatic 

manner. Activities such as correspondence management, archiving, scheduling, reporting, and 

documentation are generally conducted as routine operational tasks (Khan & Mita, 2023). While 

these functions are essential for daily operations, they are not always organized within a 

comprehensive managerial framework that integrates planning, coordination, supervision, and 

performance evaluation. 

Another notable characteristic is the dynamic interaction between Islamic educational 

institutions and external stakeholders, including government bodies, communities, parents, and 

donors. These stakeholders increasingly demand transparency, accountability, and measurable 

institutional performance. Consequently, governance is no longer viewed solely as internal 
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management but as a system that must demonstrate credibility and professionalism in both 

administrative and academic domains (Garnett, 2024). 

Despite their strong normative and value-driven foundations, many Islamic educational 

institutions still face challenges in structuring administrative governance in a systematic and 

integrative manner. The absence of clearly articulated managerial principles in administrative 

operations indicates the need for a more structured conceptual framework. This condition 

underscores the importance of integrating office management principles to strengthen 

governance effectiveness and institutional sustainability. 

Conceptual Gaps in Administrative Governance 

The synthesis of relevant literature reveals a significant conceptual gap between 

governance discourse and administrative practice in Islamic educational institutions. 

Governance is frequently discussed in relation to leadership authority, institutional vision, 

curriculum development, and quality assurance mechanisms (Sohail Ahmad & Ahmed, 2023). 

However, the operational dimension of governance—particularly administrative management 

often receives limited theoretical attention. This imbalance creates a structural weakness in 

which strategic intentions are formulated at the leadership level, but their translation into 

systematic administrative procedures remains underdeveloped.  

One major gap lies in the disconnection between strategic planning and administrative 

execution. Many Islamic educational institutions formulate vision statements, mission 

frameworks, and annual programs; nevertheless, these strategic documents are not always 

operationalized through structured administrative systems (Muchlisin & Fahmi, 2025). 

Administrative workflows, documentation practices, and reporting mechanisms may function 

independently of institutional performance targets, resulting in inefficiencies and difficulties in 

evaluating progress (Kalu et al., 2024). Without systematic alignment, planning risks becoming 

normative rather than operational.  

Another conceptual gap can be observed in organizational structuring and role clarity. In 

several institutions, administrative responsibilities are distributed based on tradition, personal 

trust, or informal arrangements rather than on formal managerial design (Aleru, 2023). While 

such practices may foster familial solidarity and flexibility, they can also produce overlapping 

roles, unclear accountability lines, and dependence on individual competence. The absence of 

structured organizing principles weakens coordination and reduces institutional resilience when 

leadership transitions occur. 

Furthermore, evaluation and control mechanisms within Islamic educational governance 

often emphasize moral and ethical accountability rather than measurable performance 

indicators (Sajjad Ahmad et al., 2023). Although value-based accountability is an important 

strength, it does not automatically guarantee systematic monitoring of administrative efficiency. 

Without clearly defined standards, documented procedures, and performance benchmarks, 

institutions may face challenges in identifying weaknesses, implementing corrective measures, 

and sustaining continuous improvement.  

The gap is also evident in the management of information and documentation systems. 

In the contemporary governance landscape, institutional credibility is increasingly tied to the 

availability of reliable data, transparent reporting, and accessible documentation (Adepoju et 

al., 2023). However, administrative information systems in some Islamic educational institutions 
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remain manual, fragmented, or insufficiently integrated. This condition limits the capacity for 

evidence-based decision-making and constrains institutional responsiveness to external 

demands.  

Additionally, there exists a conceptual separation between leadership-centered 

governance and managerial administration (Saputra et al., 2024). Governance discussions often 

prioritize visionary leadership and moral authority, whereas managerial processes such as 

workflow design, procedural standardization, and data management are treated as secondary 

concerns. This separation prevents governance from functioning as a holistic system in which 

strategic direction and administrative execution are mutually reinforcing components (Thind, 

2025). 

Taken together, these gaps indicate that Islamic educational institutions possess strong 

normative and leadership foundations but require a more structured managerial framework to 

optimize governance effectiveness. The absence of integrated office management principles 

results in fragmented administrative practices that may hinder institutional development. 

Therefore, addressing these conceptual gaps becomes essential to bridge strategic governance 

aspirations with systematic administrative implementation. 

Integrative Framework for Optimizing Governance 

Based on the synthesis of office management principles and the identified governance 

gaps in Islamic educational institutions, this study proposes an integrative framework that 

systematically bridges managerial administration and institutional governance. The framework 

positions office management not as a peripheral technical function, but as a strategic 

governance instrument capable of strengthening institutional effectiveness (Uzzaman et al., 

2023). By integrating planning, organizing, directing, controlling, and information management 

into governance structures, administrative systems become aligned with leadership vision and 

institutional objectives (Simamora & Marbun, 2025). 

The first dimension of the integrative framework emphasizes strategic alignment between 

planning and governance objectives. Administrative planning must derive directly from 

institutional vision, mission, and long-term development strategies (Gunawan & Zakir, 2025). 

This alignment ensures that workflow design, documentation systems, scheduling, and 

reporting mechanisms are structured to support measurable institutional outcomes. Through 

such integration, planning becomes an operational extension of governance, reducing 

fragmentation between strategic discourse and daily administrative practice. 

The second dimension focuses on structural and functional integration. Organizing 

principles are applied to clarify role distribution, formalize authority lines, and establish 

coordinated workflows among administrative and academic units (Putra, 2024). A clearly 

defined administrative structure reduces overlapping responsibilities and strengthens 

institutional stability. By embedding organizing principles into governance design, Islamic 

educational institutions can institutionalize coordination mechanisms that function consistently 

beyond individual leadership styles. 

The third dimension involves professional direction and performance-oriented 

administration. Integrating directing principles ensures that administrative personnel operate 

within a structured supervision and capacity-building system (Nwuke & Nwanguma, 2024). This 

dimension promotes professional development, enhances communication efficiency, and 
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fosters a culture of accountability within administrative units (Feriska et al., 2024). When 

direction is systematically embedded into governance, administration shifts from routine task 

execution toward performance-driven management aligned with institutional standards. 

The fourth dimension highlights performance-based control and accountability 

mechanisms. Controlling principles introduce measurable benchmarks, systematic evaluation 

processes, and documented feedback systems into governance structures (Wachid et al., 2024). 

By linking administrative activities to institutional performance indicators, Islamic educational 

institutions can strengthen transparency and demonstrate measurable progress to 

stakeholders. This approach reinforces credibility while enabling continuous improvement 

grounded in evidence-based evaluation. 

The fifth dimension centers on integrated information and documentation systems as the 

foundation of contemporary governance. Effective information management supports data-

driven decision-making, regulatory compliance, and institutional reporting (Rahmah, 2025). The 

integration of digital administrative systems enhances accuracy, accessibility, and efficiency, 

ensuring that governance processes are supported by reliable documentation and transparent 

communication channels. Through this comprehensive framework, office management 

principles become embedded within the governance architecture of Islamic educational 

institutions, optimizing effectiveness, accountability, and long-term sustainability. 

Table 1. Integrative Framework of Office Management 

in Islamic Educational Governance 

Core Principle 
Governance 

Integration Focus 
Strategic Function 

Expected 
Institutional Impact 

Planning 
Alignment with 
vision & mission 

Translating strategic goals 
into administrative 
programs 

Coherent 
institutional 
direction 

Organizing 
Structural clarity & 
task distribution 

Formalizing roles and 
coordination mechanisms 

Efficient workflow 
& reduced overlap 

Directing 
Professional 
administrative 
supervision 

Capacity building & 
performance guidance 

Improved service 
quality 

Controlling 
Performance-based 
monitoring 

Measurable evaluation & 
corrective action 

Transparency & 
accountability 

Information 
Management 

Integrated 
documentation 
system 

Data-driven governance & 
digital archiving 

Evidence-based 
decision-making 

 

Integration of Office Management Principles in Strengthening the Governance of Islamic 

Educational Institutions 

The findings of this study demonstrate that office management principles provide a 

structured managerial foundation that can strengthen governance in Islamic educational 

institutions. The identification of planning, organizing, directing, controlling, and information 

management as core components confirms classical management theory, which positions these 

functions as essential elements of organizational effectiveness. However, this study extends the 

discussion by situating these principles within the specific context of Islamic educational 
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governance, where administrative functions are often underemphasized in theoretical 

discourse. 

Previous studies in educational management have largely emphasized leadership 

effectiveness, curriculum innovation, and institutional quality assurance as determinants of 

institutional success. While these elements remain significant, the present study highlights that 

governance effectiveness cannot be fully achieved without systematic administrative 

integration. The results support arguments in management theory that organizational 

performance is closely linked to structured administrative processes. At the same time, this 

study reveals that in Islamic educational institutions, governance discussions tend to prioritize 

moral authority and visionary leadership over managerial systematization, thereby creating a 

conceptual imbalance. 

The conceptual gaps identified in this research reinforce the view that governance must 

be understood as a holistic system rather than a leadership-centered framework. The absence 

of structured planning alignment, formalized organizational design, performance-based control 

mechanisms, and integrated information systems indicates that administrative governance 

requires theoretical strengthening (Sakty, 2024). In this regard, the proposed integrative 

framework contributes by bridging strategic leadership and managerial administration, offering 

a more comprehensive governance model. 

Theoretically, this study contributes to educational management discourse by integrating 

office management principles into the governance framework of Islamic educational 

institutions. It expands the application of office management beyond corporate or general 

organizational contexts and positions it within value-based educational institutions. This 

integration enriches governance theory by demonstrating that administrative professionalism 

and systematic workflow management are essential components of sustainable institutional 

development. 

From a practical perspective, the findings offer actionable insights for leaders and 

administrators of Islamic educational institutions. By embedding office management principles 

into governance structures, institutions can improve coordination, enhance transparency, and 

establish measurable performance systems. The integration of digital information management 

further supports data-driven decision-making and strengthens institutional credibility among 

stakeholders, including communities, parents, and regulatory authorities (Kausar & Ihsan, 

2025). 

Methodologically, the use of library research enables the development of a broad 

conceptual synthesis; however, this approach also presents limitations. Since the study does not 

rely on empirical field data, the applicability of the proposed framework may vary depending 

on institutional context. Future research may conduct empirical investigations to test the 

effectiveness of the integrative model in different types of Islamic educational institutions. 

In a broader educational context, this study underscores the importance of repositioning 
administration as a strategic pillar of governance. As educational institutions face increasing 
demands for accountability, transparency, and measurable performance, integrating 
managerial principles into governance becomes essential. The findings provide a foundation 
for further theoretical refinement, policy development, and innovative administrative practices 
in education, particularly within Islamic institutional settings. 
 



  

EJORI: Educational Journal of Indonesia, Vol. 2, No. 1, May 2026    9 

CONCLUSION 

This study concludes that the integration of office management principles significantly 
strengthens the governance of Islamic educational institutions. The core principles of planning, 
organizing, directing, controlling, and information management provide a systematic 
managerial foundation that enhances administrative professionalism, coordination, and 
accountability. When embedded within governance structures, administration is repositioned 
as a strategic pillar rather than a merely technical function. 

The study contributes to educational management discourse by offering an integrative 
conceptual framework that bridges managerial administration and value-based educational 
leadership. This framework expands the application of office management theory into the 
context of Islamic educational institutions and highlights the importance of structured 
administrative systems in achieving institutional effectiveness. 

Practically, the findings encourage institutional leaders to institutionalize performance-
based control, structured organizational design, and integrated information systems to 
improve transparency and sustainability. However, as this research is conceptual in nature, 
further empirical studies are necessary to test the applicability and impact of the proposed 
framework across diverse institutional contexts. 
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