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1. Introduction
Communication is the process of sharing information, thoughts and feelings between people.
Types of communication
· Verbal
· Non-verbal
· Written
· Active listening
(Skills for care,2023;NMC,2018)

2. Importance of effective communication
Communication helps professionals to :
· Builds trust
· Improve patient safety
· Reduce misunderstanding 
· Support person-centred care
· Work effectively within multidisciplinary teams
(NMC,2018; skills for care,2023)
· Practical example
Scenario 
A healthcare assistant is caring for an elderly patient with dementia who becomes anxious during personal care 
The healthcare assistant:
· Speaks calmly
· Maintains eye contact 
· Uses simple language 
· Gives reassurance
· Listens patiently
Outcome
The patient feels calmer, more understood and is more willing to cooperate
(Skills for care,2023)


3. Importance of good administrative skills 
· Ensure accurate record keeping and documentation 
· Support patient safety by reducing errors
· Improve organisation and time management 
· Help services run efficiently and meet legal standards
· Enable professional to communicate accurate information with colleges 
(NMC,2018;NHS England ,2023)


4. Importance of working collaboratively
· Promotes person-centred care
· Improves communication between professionals
· Supports better decision-making
· Reduces the risk of errors
· Leads to better outcomes for patients and families
(NMC,2018; skills for care,2023)



5. Conclusion 
Communication is the foundation of safe and effective health and social care practice. Effective communication, supported by good administrative skills and collaborative working, helps professionals provide person-centred care, improve patient safety, and build trusting relationships. Developing these skills will allow me to become more confident and effective healthcare professionals.
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