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[bookmark: _Int_szpQnQi3]In this report, I will be discussing the importance of effective communication, administration skills, and working collaboratively in the healthcare industry, regarding the case of Mrs Thompson. The major facts of the case are that she is already in sheltered living, with dementia. It has been recorded that she has forgotten to take her medication more than once and a review has been requested. I will be thoroughly discussing the skills mentioned earlier to prove how vital they are in health care today. 
[bookmark: _Int_sAxCEQZB][bookmark: _Int_NqyUvxQH][bookmark: _Int_8xaAP6AT][bookmark: _Int_5RDAfecc][bookmark: _Int_ZBQYcU2R][bookmark: _Int_th4nkUGu]Communication is a crucial component in all jobs; especially in the health and social care field. Effective communication builds trusts and bonds between any type of carer and their patients. According to Care Skills Training (2026) this doesn’t only include writing and speaking but involves active listening and learning non-verbal messages. Becoming a professional, you have to learn that there are many different forms of communication, this can include; braille, music, sign language, body language, etc. The professionals' job is to make sure that all messages are given, received and taken in the right way; meaning messages should be relayed clearly, taking into account their patient’s medical conditions and their comprehension levels. For example, according to Lee, E. (2021), written communication incudes keeping record of personal details, medical/patient records, hand over duties and creating care plans.The NHS Constitution relays that patients have the right to participate in their own decisions which is reflective of the Equality Act 2010. The Public Sector Duty ensures that professionals are not discriminatory to their patients in their day-to-day work life. This advances the quality of opportunity and encourages solid relationship building approaches. Effective communication and interpersonal skills can help lead to more upfront outcomes. 
[bookmark: _Int_taPvXCbv][bookmark: _Int_U04LLDSe]As stated by the National Health Service England (2012) all staff members must share information between each other and an understanding of the work so that they can coordinate with others, only if necessary. The Shannon and Weaver model ensures maximum efficiency of radio waves and can show a clear interpretation of how messages can be relayed and received. The breakdown of their model is in 6 parts- information source, a transmitter, channel, receiver, destination and the sixth element is a dysfunctional factor in which if the message is disrupted at any part of the process, it may lead to a different signal. The information source produces a message which is sent to the transmitter that encodes the message into a signal. Then the channel receives the signal, and it is adapted for transmission, then the receiver reconstructs the signal back into a message. Finally, is the destination which then receives the message. Again, if anything goes wrong, the wrong messaged may be relayed or received. In healthcare there are 7 Cs of communication for spoken language which are to be; clear, correct, concise, complete, concrete, considered and courteous. However, there are barriers to communication; which is a hindrance in the way of the transmission of a message, blocking the process either partially or completely. Depending on the patient this could be things like, lack of trust for unfamiliar persons, physical or mental disability, hearing or visual impairment, language barrier or even or level of focus awareness.  
[bookmark: _Int_I9XgfTki]Health care is one of the most complex professions that require good administrative and specialised skills. According to Iran, T. et al., (2024), hospitals are constantly faced with external and internal environmental challenges, these can be things like use of new, high tech and expensive technology, reforms in the health system, demographic change, and many others. If any sort of administration or documentation goes wrong it can be detrimental to patients. Examples of administration include booking appointments, creating medication plans and producing and sending out letters. Administration is there to ensure that the right information is given at the right time. 
[bookmark: _Int_tb4jPQ5r][bookmark: _Int_OVHx3Y0r][bookmark: _Int_sSqLIsIe]According to Healthcare Communication Matters (2024), they stated that it is vital administration functions to a high quality to ensure that optimum care is provided and maintained. They report that over 1 million people access the National Health Service everyday, therefore, they need to continue documenting data and showing good administration skills; to prevent chaos and guarantee they can provide the patient with the necessary information. Now the Data Protection Act (2018), is the UK’s main data privacy law. This enforces that anyone handling personal information must follow the principles of using it fairly, transparently, and lawfully, it must be up to date and accurate, gathered only for legitimate purposes and handling securely to prevent unauthorised access or damage. All healthcare providers should be aware of the Data Protection Act as it is apart of one of their main roles; collecting patients' information and passing it on to the relevant persons. 
[bookmark: _Int_XbCRgrKN][bookmark: _Int_qT2QTQwO][bookmark: _Int_JH0mmeFd][bookmark: _Int_SQ50DIl4]To show good administration skills in the health care profession includes making use of administration data available to you. This means that if you had received a new patient, looking at their previous documents, and communications to see what information the patient has already provided and if it can be of help to the care you need to give. In the case of Mrs Thompson, it has already been recorded that she has forgotten to take her medication twice before therefore worsening her condition. If this had not been recorded, Mrs Thompson’s carer may not have realised what had happened to her when she was found outside in cold weather without appropriate clothing. This allowed her care providers to understand that her forgetting her medication is a major issue, therefore it's an issue that they can then start creating a plan for. Healthcare providers should always take account the patient’s level of understanding. For example, with Mrs Thompson she is suffering with dementia, therefore she may not be able to comprehend certain things. 
[bookmark: _Int_wPkFgxJ5][bookmark: _Int_0x9nwh5B]King, N (2017), reported that “Collaborative working occurs when two or more professionals from different professional groups are required to interact to ensure that care is delivered to a service user”. This allows speculation for broader analysis of working together, rather than just calling it “teamwork”, it can also to refer to collaboration across teams, organisations, and sectors. It's reported that successful establishment of new nursing roles will depend on sharing social relations with their coworkers and therefore signifying the role of interpersonal relationships. It as been said that the integration of certain sectors of healthcare was not always unproblematic: in Australia it has been identified that there is a lack of understanding the roles of other professionals. If this continues then they cannot effectively collaborate to provide adequate care for service users. 
[bookmark: _Int_jdwmmqK0][bookmark: _Int_uc3XXHNZ][bookmark: _Int_nLQcBhkI][bookmark: _Int_iXhmPazM]According to Royal Open College. (2026), collaborative working improves safety, quality of care and continuity. They suggest that all service users benefit from coordinated, person-centred care which can be described as a ‘circle of support’, treating the service user as an equal partner. Now a domiciliary worker provides professional support with patients at home helping them with their everyday tasks; Helping Hands, (2026). This can include personal hygiene support, daily living assistance and overall professional care. A community nurse is a professional, registered nurse who provides medical care and support outside of hospitals and can work in the patient’s home, a care home, or local clinics. The NHS explains that their goal is to help service users manage long-term conditions, encourage independence, post recovery illness, and preventing hospital admissions. Both the domiciliary and community nurses do similar work however the nurse's job is to do more with the patient's healthcare needs whereas the domiciliary’s job is based on the patient’s personal needs. However, they would still need to pass on information between each other and keeping each other updated on the patient day-to-day. General Practitioners are usually the first resort when a service user feels they need help or assistance. It is their job to document the patient’s condition and then refer them to the necessary professions so that they can carry on the work. In the case of Mrs Thompson, both her carer and her domiciliary carer nurses would have to both show their administrative skills, documented the situations that are seen as unsafe and show that she is uncap-able to independently look after herself. 
In conclusion, effective communication, good administrative skills and working collaboratively with other professions are essential in health and social care. They are basic necessities the make up the whole health and social care sector; communication is a starting point for any health professional as it is the foundation to building a relationship with the service user. A carer would have to understand that with Mrs Thompson’s dementia, it is possible her comprehension levels have lowered. They would need to find an effective way to get through to Mrs Thompson to ensure her that all professionals will collaborate with each other to provide her with the best care. That is where good collaboration comes in. In order for all professionals to work with Mrs Thompson with her condition, they will all have to come together and learn how to relate to each other; no matter what their beliefs are, or thoughts and opinions. It is vital that they understand the importance of each other’s roles to help the patient. Alongside with administrative skills showing the can be trusted with confidential information or sharing it with the relevant people at the relevant time. Administration skills also show that they understand the patient’s rights to privacy and data protection. All these skills combined allows professionals to provide service users with the best care possible. 
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