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Introduction:
Good communication, accurate administration and teamwork are very important in health and social care. These skills help professionals provide safe a person-centred care for service users. They also help different professionals work together effectively. This report focuses on the case of Mr Ahmed, a 68-year-old man who has recently been discharged from hospital after a stroke. Mr Ahmed who lives with his wife and received support from domiciliary care agency three times a day. He also received support from several professionals including his GP, a district nurse and a speech and language therapist. Because Mr Ahmed’s first language is Bengali and he finds complex English difficult to understand, communication can sometimes be challenging.
This report will discuss three key areas. First it will explain the importance of effective communication and health professionals can communicate with Mr Ahmed and his family. Second it will examine the importance of good administrative skills and record keeping. Finally, it will discuss the importance of collaborative working between professionals’ individuals in Mr Ahmed’s care.
Importance of effective communication in Mr Ahmed’s care:
Effective communication is essential in health and social care it helps professionals understand the needs of service users and provide safe an appropriate care. Good communication also builds trust between professionals’ service users and their families. In Mr Ahmed’s case, communication is especially important because he has had a stroke and does not speak English fluently. This may make it harder for him to understand the instructions, explain how he feels, or ask for help if the communication is not clear mistakes can happen and this could affect his health. 
How to professionals should therefore adapt their communication to me Mr Ahmed’s needs. One way to do this is by using simple and clear language. Medical terms should be avoided where possible because they may be confusing. Professionals can also use pictures written information in Bengali, or translation service to help him understand important information. Mr Ahmed’s wife also plays an important role in communication. She speaks fluent English and often talks to the care team on his behalf. Professionals should also be aware of Mr Ahmed culture and beliefs and be respectful towards them so he feels understood and respected. Family support can be helpful, but professionals should still make sure Mr Ahmed is included in conversations about his care. For example, they should speak directly to him, give him time to respond and check that he understands what has been said.
The principle of the Equality Act 2010 are important in this situation this law protects people from discrimination an ensures equal access to services Mr Ahmed may face challenges because of language barriers and the effect of his stroke. How and social care providers must therefore make reasonable adjustments. This could include providing interpreters or translated materials so he can access care fairly. A useful communication theory i is Shannon-Wave a model of communication. This model explains communication as a process where a message is sent from one person to another. However,” noise” can interfere with the message. Noise does not always mean sound it can include language barriers, stress illness or misunderstanding. 

In Ahmed situation, language differences and his stroke may act as barriers to communication. Professionals should therefore check understanding by asking questions and repeating important information. This helps ensure that Mister armoured receives the correct care an understands his treatment. The missed home visit mentioned in the case study also shows why communication is important. If staff communicate clearly and share information properly, mistakes like missed medication or miss visits can be avoided. Overall effective communication helped ensure Mr armoured received safe, respect for and person-centred care.
Portent of administrative skills And record keeping:
Administrative skills are key part of professional practise in health and social care. These skills include organising information maintaining accurate records and following legal guidelines. Good administration helps ensure that service users receive safe and consistent care. That code keeping is one of the most important administrative responsibilities. It involves documenting important information about a service users health treatment and care. For example, records may include care plans, medication charts, visit schedules and notes from healthcare professionals.
In Mr Ahmed’s case, accurate records are very important because many professionals are involved in his care domiciliary care workers need to know when to give medication and what support he needs each day the directness must record blood pressure readings and r wound care information. The speech and language therapist must document Mr armoured progress with communication and swallowing. If records are not accurate or up to date problems can occur. The missed home visit mentioned in the case study is an example of how poor administration may affect care if schedules or records are unclear staff may miss important tasks such as giving medication. This can put the service users how that risk. How can social care professionals must follow the legal rules when handling personal information one important law is that Data Protection Act 2018. This law explains how personal information should be, collected stored and shared.
The act states that personal data must be used fairly and kept secure. Only the information that is necessary should be collected and it must be accurate. In Mr ahmed's case his medical information should be shared with professionals who are directly involved in his care. There are clear rules about protecting confidentiality. For example electronic records should be password protected on paper record should be stored in locked cabinets. Staff must also avoid discussing confidential information in public places. Another important law in health and social care is health and social Care Act 2008 which sets standards for safe and high-quality care services. The Care Quality Commission monitors organisations to make sure they follow these standards including keeping accurate records.
God administrative practise also supports accountability. If a problem occurs records console control what happened and help organisations investigate the issue. this helps improve service and prevent similar problems in the future. All strong administrative skills Ensure safe care, protects confidential information And supports effective teamwork between professionals.


Importance of collaborative working:
collaborative working means professionals from different areas working together to support a service user. In health and social care, this is often called multidisciplinary or multi agency working. It is important because many service users have complex needs that require support from different professionals. In Mr Ahmed’s case several professionals are included in his care. His GP manage is his overall health and prescribed medication. The district nurse visits his house to check his blood pressure and provide wound care. The speech and language therapist helped him improve communication and swallowing after his stroke. Domiciliary care workers help with daily tasks such as personal care medication and meals.
Wendy's professionals work together they can share information and provide better care. For example, if the speech and language therapist identifies swallowing difficulties, this information can be shared with the care workers who prepare Mr Ahmed’s meals. Effective collaboration requires good communication, respect and clear roles. Professionals should regularly share information through meetings; care plans all written updates. This ensures that everyone understands Mr Ahmed’s needs and the support he requires.
However, teamwork can sometimes be challenging. Problems may occur if professionals do not communicate properly or if organisations have different systems. The missed home visit mentioned in the case study may have happened because of poor coordination or communication. 
To overcome these challenges organisations should create clear communication systems and shared care plans. Professionals should also respect each other's expertise and work together to solve problems. Guidance from the Care Act 2014 encourages cooperation between health and social care services to improve outcomes full service users. Good collaboration helps ensure that Mister Ahmed receives coordinated an effective care from the whole team.
Conclusion:
In conclusion, effective communication strong administrative practise and collaborative working are all essential parts of good health and social care. In Mr Ahmed’s case, communication is particularly important because he has experienced its stroke and has limited English language skills. Professionals must adapt their communication methods by using clear language checking understanding an involving his wife when appropriate. Following the principles of Equality Act 2010 also ensures that Mr Ahmed is treated fairly and that responsible adjustments are made to support his communication needs.
Good administrative skills and accurate record keeping are also essential for safe and effective care. By following the requirement of the Data Protection Act 2018, professionals can protect Mr Ahmed’s personal information while ensuring that important care details are recorded clearly. This helps maintain continuity of care and allows professionals to monitor his health and treatment.
Finally, collaborative work between professionals such as the GP, district nurse and domiciliary care workers and speech and language therapists helps ensure that Mister Ahmed received coordinated and person-centred care. When professionals share information, respect each other’s roles and communicate effectively, they can support Mr Ahmed’s recovery and overall well-being.
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