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72 years old, Mrs Mann has had surgery and was discharged from the hospital recently. She had a hip replacement surgery, and she speaks limited English as her main language is Urdu. She is alone in her home all the time apart from when domiciliary care agency visit her twice a week which help her with mobility and personal care, although she has a daughter who assists her and lives near. This team also communicates with a community physiotherapist and her GP that also visit her twice a week. There has been an incident that involves her case records being inconsistent and lack of communication which has led to her medication adjustment being delayed and its currently under review. This report will focus on effective communication, administration skills and working collectively with other health professionals like her GP.
[bookmark: _Toc213510201]Effective communication
Effective communication is being able to share ideas, opinions and thoughts etc clearly so that the receiver understands it, it can be via text or speech and it is based on the listener being able to comprehend what the speaker will say (Coursera.org, 2025).
When communicating with Mrs Mann the communicator must make sure to be clear and concise making sure to also use simple language as English is not her first language and should be ready to repeat any point if needed whilst making sure not to appear condescending as this would appear to be discriminating towards Mrs Mann or it’d be better if there was someone hired to speak Urdu as communication would flow better and Mrs Mann’s understanding would increase which will also make her feel less like she’s being belittled and more like there are people like her that are accepted (Emerson, 2021). Her feelings are severely important as it fits into the Equality Act 2010 which is about treating everyone equally whether they have different race, gender, disability, sexual orientation etc (Gov.uk, 2010).
 In health and social care meeting the individuals’ need is fundamental and falls into the equality act 2010 which is also stated in it that the individual must be respected so for people like Mrs Mann the agency must communicate in a moderate pace with simple words or get someone who can translate from Urdu to English. The agency must also make sure Mrs Mann feels valued and not like a burden as discrimination will affect the way she feels making her anxious whenever the agency arrives which is bad for Mrs Mann and the agency. Shannon and Weaver’s model which was made in 1948 links to this as it shows how to effectively communicate and gives insight to avoid discrimination with its method to communication which goes as follows, It starts with the information source which is Mrs Manns and she transmits it through her voice which is the second step and the signal is sent. The third step is receiving it through the ears it can be received to a translator if in Urdu or the agency if in English and then the 4th step is decoding which is what the brain does or the translator translates from Urdu to English and it reaches the destination finally which is the agency having fully understood what Mrs Mann has said (Communicationtheory.org, n.d). Using this model for communication is important and its also used for Mrs Mann’s family so they understand what is going on as then they wont discriminate or hurt Mrs Mann when things that are out of control happen because of her condition, Effective communication is important for this reason it brings stability in Mrs Manns mind and removes any negative feelings and helps her feel secure enough to communicate which is the job of the agency.
[bookmark: _Toc213510202]Administrative skills 
Administrative skills are used in businesses where they manage and organisation sensitive data in businesses keeping it protected and administrative skills also depend on the type of job the employee does, administrative skills are necessary for businesses (Indeed Editorial Team, 2025).
The data protection act is about storing people’s data, and the companies must prove they have a lawful reason to store the data and that they can store it safely in order to keep it otherwise they will be breaching the act a fine is an example of a consequence of not following the data protection act (gov.uk, 2018). The company cannot put pressure on the individual to give data as well which would also be considered a breach in the act as the data must be given fairly as consent is needed (gov.uk, 2018). 
Record keeping is where the administrative team keep data stored that is collected through doctors it can also link to case records there are many pieces of data stored in record keeping and good administration skills is needed because of it, its vital the type of information that is stored is Financial information, appointment information, any conditions that the client may have and more etc bad recording keeping can deal to many issues as in Mrs Mann’s case (Petty, 2025).
Mrs Mann had inconsistent documents in her case records which is a sign of bad record keeping which led to confusion and subsequently led to a delayed medical adjustment which then put everything on internal review, this proves the importance of record keeping as without all the information being stored Mrs Mann’s medical adjustment ended up being delayed which could’ve been fatal for Mrs Mann if she desperately needed treatment and since the record keeping hasn’t been done correctly it breaches the data protection act and puts the company at risk which proves how important good administration skills are as if it wasn’t for that Mrs Mann’s case could have been saved from being under internal review it also breaches the data protection act as it is not accurate information being stored its inconsistent which can lead to Mrs Mann being prescribed the wrong medication which could subsequently get them legal troubles (Gov.uk, 2018). 
Having good record keeping will benefit both the company and the client as it builds trust between them, improves the patient's safety, increases accuracy, removes document inconsistencies or even duplication and can stop legal troubles because the company will be binding by the data protection act 2018 also it would have helped Mrs Mann’s case a lot as good record keeping can improve effective communication which could have prevented the internal review and aided Mrs Mann’s issues (Petty, 2025).
[bookmark: _Toc213510203]Effective collaboration
Effective collaboration is when certain groups work together to assist the patient whilst communicating effectively to get the best possible outcome, they can achieve it also links in with administrative skills (James 2021). In Mrs Mann’s situation, the collaboration was not effective as they had miscommunication which led to her medication adjustment being delayed, this could have all been avoided if the GP, community therapist and care workers had effective communication as it would have increased the effectivity of collaboration, increased efficiency and been to everyone’s benefit (Eco Writer, 2024).
Some approaches for effective collaboration are having open communication between the client and the workers; everyone involved should feel comfortable enough to share what is going on and the roles should be established clearly so everybody can do the part that was assigned to them otherwise if the care workers or community therapist do each other’s job it would reduce efficiency as none of them are trained for that also having everything planned out will increase the effectiveness of the collaboration as it reduces the chance of making mistakes or miscommunications since every role is aware of what they got to do which would be really helpful in Mrs Manns case as its clear effective collaboration did not happen since they had miscommunications and things were delayed (Kanbo, n.d). 
One problem with multiple agencies working together is staff availability as especially in big organisations as not enough staff leads to communication being delayed which will reduce the overall speed that makes the collaboration effective a way to reduce this is also by planning or hiring more staff to make sure this would not happen more staff could’ve helped Mrs Mann and increased the overall quality which could reduce inconsistency as effective collaboration increases the productivity of a workplace (Stefirta, n.d).
[bookmark: _Toc213510204] Conclusion:
In conclusion effective communication, administrative skills and effective collaboration all could have been used better in Mrs Mann’s situation, and they could have prevented a lot of issues as they are all fundamental in the health and social care sector all of these would make personal centred care better and save them from legal troubles, effective record keeping would help increase the effectiveness of the partnership and it links into effective communication all three of these are necessary and link in with each other without one of them a lot of problems may occur as seen in Mrs Mann’s case as discussed above and how without one the others will soon happen as well as they all are fundamentally important for personal centred care this is to stress the importance of these skills in a workplace a professional would understand the importance of these skills and implement them into the workplace.
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