

GOLDEN SPARKLES EVENTS

ABSTRACT
This report identifies the communication problems at Golden Sparkles Events and suggests methods to improve it. It further evaluates the background of the organisation, its organisational structure and the communication system in place. This report substantiates the assertion that communication is relevant at workplaces.
INTRODUCTION
This report analyses the organisational structure adopted at Golden Sparkles Events and the communication system employed, as well as, the problems of this communication system with suggested solutions.
According to Merriam-Webster’ dictionary (2020), “Communication is the process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour”. The communication process comprises at least one sender, a receiver and a message passed through an appropriate communication medium (Maund, Schriek, Tinkler, 2017, p47). There are many types of communication; verbal communication and non-verbal, downward communication and upward communication, centralised and non-centralised. 
Golden Sparkles Events is an event planning agency that deals with providing ushers for events such as brand activation, sales promotions, weddings, funerals, exhibitions, and entertainment events per the specifications of the client. It was established in 2010 and has since then provided a team of young, intelligent, vibrant ladies who are groomed to offer support services and bring liveliness to any event. 
THE ORGANISATIONAL STRUCTURE 

An organisational structure refers to the system which determines the activities required in the process of attaining the set targets/objectives or aims of an organisation. These activities include the directions, functions, and duties of workers (Kenton, 2020).
This organisational structure also regulates the ways in which information is passed between levels within the company, that is whether it adopts a centralised or decentralised system (Study.com, 2003-2020).
An organisational structure ensures companies are well-organized and focused. “A successful organisational structure defines each employee's job and how it fits within the overall system. Put simply, the organisational structure lays out who does what so the company can meet its objectives” (Kenton, 2020).
The organisational structure used by Golden Sparkles Events is the functional organisational structure. The diagram below is a generalised structure.
With Golden Sparkles Events, there is the CEO, and two directors (Managing Director and Non-Executive Director). They are in charge of the Managers/ Departmental heads. The Directors and Managers, however, have some overlapping responsibilities. Although both directors have managers over whom they have direct authority, they can also approach managers in different departments who are not in their direct jurisdiction, with requests or directives. The departments are the Human Resource department, the Finance department, the Event planning/Creativity department and the Marketing department. The managers (departmental heads) are directly in charge of the employees (officers). 

 For instance, the event planning department may want the financial manager to pay an authorised supplier for a wedding ceremony. The officer may go directly to the financial manager requesting their services.
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(Tallyfy, 2014-2020)
CENTRALISED COMMUNICATION VERSUS DECENTRALISED COMMUNICATION
“Group researchers have observed that one of the most important features of group communication is the level of centralisation” (Brown and Miller, 2000). A group is said to be centralized if discussions and decisions are made by only a few people in said group (Huang and Cummings, 2011) (Maund, Schriek, Tinkler, 2017, p56). This, therefore, refers to the type of communication where the managers and employers are in charge of the decision-making process and employees have little or no say in it. The ratio of power could be 80/20 or less.

“Conversely, when groups exhibit more balance in terms of who speaks and with what frequency, the group has a decentralised communication structure. In a decentralised structure, members engage in both advocacy (proposing their views) and inquiry (exploring the views of others)” (Maund, Schriek, Tinkler, 2017, p56). Decentralised communication involves both employers and employees in the communication process. It may not be up to 50/50 division of involvement as CEO and directors may still wield greater power or veto. Golden Sparkles Events utilises decentralised communication as it involves employees in the decision-making process, giving its employees some power and authority.
DOWNWARD COMMUNICATION VERSUS UPWARD COMMUNICATION
“Downward communication refers to the type of communication where information or messages flow from the top of the organisational structure to the bottom. This occurs when information flows down the hierarchy from superiors to subordinates.” This type of communication may be channelled in the form of staff meetings, company newsletters, policies, information memos, emails, one to ones, legislation, training, etc. (The Business Communication, 2020)
Golden Sparkles Events uses this communication process where the directors are in charge of most of the affairs. Directives and information, as well as, instructions are passed on to mangers/departmental heads and then to officers who in turn carry out the necessary procedures.
OBJECTIVES OR PURPOSE OF DOWNWARD COMMUNICATION
· Assigning Work
Departmental heads assign different work streams to subordinates (Tallyfy, 2014-2020). For instance, for a wedding ceremony, the departmental heads ensure that there is a fair division of work. One-to-ones and team meetings are organised, individual skills are identified in relevant staff members and jobs are assigned and apportioned accordingly. 
·  Responsibilities and Duties
Directors assign interdepartmental duties and responsibilities to departmental heads/managers. Responsibilities for specific work streams are fairly distributed throughout relevant teams through meetings, emails and one-to-ones. Golden Sparkles Events assign roles according to the departments’ responsibilities. For instance, the creative/event planning department is in charge of decorating at events while the finance department is in charge of allocating and issuing budgets. 
· Evaluation of performance
Monthly and annually employees at Golden Sparkles Events are evaluated by their line managers to assess if performance levels and targets have been met and/or exceeded. Deserving staff performances are recognised and accoladed with their achievements posted in newsletters and posters, as ‘staff member of the month’. Gift cards/vouchers are awarded accordingly. 
·  Delegation of Authority
The manager divides his responsibilities between the subordinates, giving them the authority that makes them accountable for their doings. A manager reduces his workload and shares it between his subordinates (Tallyfy, 2014-2020). In an instance where there are several events in a day, the event planning manager may delegate authority and responsibilities to an officer. 
DISADVANTAGES OF DOWNWARD COMMUNICATION
·  Distortion 
Information passed down through the various organisational tiers may become distorted or corrupted before it gets to employees (Study.com, 2003-2020). This may, therefore, negatively affect the results expected. An example of distortion is an employee in the event planning department missing a departmental meeting and feeding off of information from another employee concerning an incoming event.
·  Slow Feedback
 Feedback is relatively slow due to the various organisational tiers information passes through before reaching the recipient (Study.com, 2003-2020). For instance, when a problem in the finance department is reported to the departmental head, the departmental head may have to wait for the quarterly meeting with CEO and directors in order to present the problem and await feedback, that is if it falls out of his job description. 
PROBLEMS WITH COMMUNICATION AT GOLDEN SPARKLES EVENTS

· Communication Barriers
Differences In culture, religion and beliefs/opinions may cause communication problems between employees (Frost, 2018). In some cultures, a younger person is not allowed to share an opinion in the company of older people, as it is seen as disrespectful. This may pose a problem if a younger person is put in a managerial position.
· Mixing Work and Personal Communications

Some employees discuss the personal lives of others or non-related work issues whilst at work. “Personal communication detracts from the professionalism in the office, which sometimes leads to gossip in the workplace, leading to decreased morale or even accusations of harassment” (Frost, 2018). Staff should make conscious efforts to leave non-work-related matters out of the working environment. Also, the use of non-verbal communication plays a huge part in personal communications as it may convey a different message to different recipients. 
· Lack of standards

When there are no set procedures and policies or no consistency on how, where and to whom workers communicate, inappropriate communication levels and standards can be lowered considerably. For instance, if departmental heads do not establish or enforce rules and make these known to officers or those in charge, there will be unproductivity.
· Complex Organizational Structure

The complex hierarchical structure of this organisation causes messages from subordinates to not reach superiors at all or in time. Communication is, therefore, quite difficult as information has to travel through various tiers to get to subordinates (Frost, 2018). Officers, on regular basis do not get to communicate with the CEO and directors due to the nature of this organisational structure. 
SOLUTIONS TO COMMUNICATION PROBLEMS
· Cultural Awareness
This refers to understanding and acknowledging cultural differences (Regan, 2019). Employees should respect the opinions of others and normalise the use of shared language to prevent mixed signals or messages. Good work ethics such as tolerance and respect should be encouraged in the working environment. Also, non-verbal communication/ body language should be used in moderation so as to not offend others unduly. 
· Do not mix work and personal communication
Workers should make conscious efforts to differentiate or separate their personal lives from their professional lives so as to ensure peace in the workplace (Regan, 2019). Strict rules should be put in place to deter people from harassing others. Policies such as ‘Anti-bully policy’ should be initiated to avoid harassment of staff. 
· Consistency

There should be a structure which determines which employees are in charge; who to report to and at what time (Regan, 2019). For instance, employees who work in the event planning department should be made aware of whom to report to and when. 
· Open door policy
The executives, that is, the CEO, directors and managers should be allowed to communicate with the employees. A policy could be introduced where the executives meet with the employees at least quarterly. This could be done through meetings, occasional workshops, seminars and staff lunches.  
· Adoption of Barnlund’s Transaction Model
“Dean Barnlund proposed a transactional model of communication in 1970 for basic interpersonal communication. It articulates that sending and receiving of a message happens simultaneously between people which is popularly known as Barnlund’s Transactional Model of Communication. Barnlund’s Transactional Model is a multi-layered feedback system. This is a continuous process where the sender and receiver interchange their places, and both are equally important. The message passing takes place with constant feedback being provided from both parties. Feedback for one is the message for the other” (Businesstopia, 2018). This means both parties are important in this communication process and both require feedback. To solve the structural problem at Golden Sparkles Events, officers, including lower-ranking ones should consciously pass on information to other officers or managers/directors/CEO and expect feedback and vice versa to promote efficiency. 
CONCLUSION
According to this report, Golden Sparkles Events, has a practically effective communication system. This communication system is suitable because it promotes efficiency by assigning work to employees, clearly stating their responsibilities, evaluating their performances and delegating authority satisfactorily. However, it is quite flawed as information can be distorted in the process of work streams being channelled through the tiered hierarchical organisational structure. To ensure that directives, messages and information from executives are not distorted or lost in translation, it is imperative that regular one-to-ones, interdepartmental, supervision and general meetings are organised and conducted to allow a constant stream of open communication to reign. Incentives such as workshops, CEO and management ‘open door’ monthly surgeries, staff lunches, newsletters and occasional celebratory events would encourage better, clearer and more effective feedback to be passed quickly. The staff should also be instructed to remain professional in all work-related endeavours. To avoid harassment, policies such as ‘Anti-bully policy’ should be updated and highlighted in the working environment. Lastly, staff should be reminded of their responsibilities frequently. This could be done through monthly meetings, occasional seminars and training courses. Good work habits such as respect and tolerance for other staffs’ culture and opinions should be encouraged to ensure fair treatment.
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