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Abstract 

This study aims to analyze the level of mastery among Office Administration 
Education students regarding various data processing features in Microsoft Excel. 
In today’s digital workplace, proficiency in Excel is essential, yet many students still 
struggle with functions beyond the basic level. The problem addressed in this 
research is the gap between the required digital skills in the professional 
environment and the actual competencies possessed by students. A descriptive 
quantitative method was employed, involving five selected students from the 2nd, 
4th, and 6th semesters as respondents. Data were collected through a structured 
Likert-scale questionnaire that measured proficiency across basic, intermediate, 
and advanced Excel features. The results indicate that students exhibit strong 
proficiency in basic functions such as SUM and AVERAGE. However, their 
understanding and application of more complex functions such as IF statements, 
Pivot Tables, and VLOOKUP are significantly weaker. This suggests a lack of 
exposure to more advanced digital tools within the current curriculum. The 
findings underscore the need for more comprehensive and practical digital literacy 
training to bridge the skills gap and better prepare students for the demands of 
modern administrative work environments. 
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INTRODUCTION  

The advancement of digital technology has significantly transformed 

administrative tasks in modern workplaces. In particular, the increasing integration of 

information systems in office settings has positioned spreadsheet applications, 

especially Microsoft Excel, as essential tools for managing, processing, and interpreting 

data. Excel is no longer merely a spreadsheet tool for simple calculations but has 

evolved into a sophisticated platform for complex data analysis, financial reporting, 

automation, and strategic decision making. Its widespread use across sectors such as 

about:blank
mailto:marsofiyati@unj.ac.id
mailto:ekadewiutari@unj.ac.id

