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[bookmark: _Toc456901515][bookmark: _Toc456977339]Introduction 
This report aims to explore some workplace skills that are required in health and social care. The report involves the analysis of communication skills, teamwork skills and information technology (IT) skills as well as the discussion of the benefits of possessing these employability skills and drawbacks of lacking them.
Communication Skills 
Effective communication skills are crucial for the health and social care workplace. The success of individuals and organizations may depend in a great extent on their communication skills. Individuals with good communication skills are usually very successful in their jobs. Likewise, organizations where good communication among the staff or between the employer and employees is carried out are usually prospering and growing. 
Broadly defined communication is “a process by which information is exchanged between individuals through a common system of symbols, signs, or behavior“ (Merriam-Webster Dictionary, 2018). The communication process comprises four elements: sender, message, channel, and receiver (Griffiths and Dunham, 2015a). The sender sends a message to the receiver through a chosen medium of communication. The process of communication is summarised in the chart below:

transmission


Figure 1: The Communication Process (Adapted from: Griffiths and Dunham, 2015a)  

Successful communication in health and social care settings requires the effective use of verbal, non-verbal and para-verbal communication. While verbal communication is carried out through oral and written messages, non-verbal and para-verbal communication is conducted through body language and facial expressions, pitch and tone of voice (Rusu and Chirita, 2017). Healthcare professionals combine various types of communication in order to effectively express their ideas and convey meanings. Speech is used to exchange information, give instructions, make explanations, ask questions, and comfort patients. Written communication is used in form of reports and business letters, text-messages and e-mails, social media chats and board announcements (Wyatt & Sullivan, 2005). To make the message clearer and more concise, healthcare staff benefits from para-linguistic elements such as emphasis on important words, moderate speed and pitch of voice. To help patents interpret the oral messages correctly and feel comfortable throughout the communication process, they maintain eye contact with their patients, use open posture and positive facial expressions (Morgan, 2017; Quintanilla and Wahl, 2017b). 
 Healthcare workers who have strong communication skills are respected, loved and appreciated. When communicating with patients, they speak clearly and vary their pitch of voice, avoid jargon and complicated questions, use positive and polite words, smile and use open posture, use pictures and body language to overcome barriers of communication. Moreover, they effectively use appropriate non-verbal cues like affirmative head nods, direct eye contact, appropriate touching in building rapport with patients. With colleagues, they use accurate and clear verbal messages, positive kinesics and appropriate para-verbal elements.  Strong communication skills involve good active listening skills, assertiveness, enhanced rapport-building skills, and body language awareness and usually result in trust, honesty and transparency at the workplace (Griffiths and Dunham, 2015a; Morgan, 2017). Effective communication skills help employees be more productive, motivated, satisfied and successful in their jobs (Femi, 2014).
However, poor communication skills slow down the communication process and thus conflicts occur in the healthcare organization. The insufficient communication with patients may lead to high level of uncertainty, unpleasant conditions, and confrontation. Weak communication skills may bring about aggressive behaviour and predominance of informal communication among the healthcare professionals. There will be passivity and disinterest, lack of trust and transparency.  Both patients and healthcare staff will be unhappy and unsatisfied. Therefore, there will be ineffective teamwork, decreased motivation, less productivity, low-quality services, more medical errors and increased rate of patient complaints (Dingley et al., 2008; Spiridonov, 2017). As a result, this might damage the reputation of the healthcare organization.
Taking into consideration my communication skills, I think I am a good communicator with strong active listening and rapport-building skills. I am likely to build relationships successfully with patients and colleagues using all types of communication. I am aware of the significance of the non-verbal and para-linguistic communication so I usually use positive body language, behaviour and attitude that shows sincerity and genuineness. Yet, I need to improve my para-verbal communication skills – using variations of pitch and tone of voice, emphasizing important words or phrases, and maintaining moderate speed of speech.
Teamwork Skills 
Teamwork skills are essential employability skills needed for providing high quality care to patients and vulnerable individuals (e.g. elderly people, people with learning disabilities or mental disorders) in various health and social care settings.  Teamwork is defined as the process of working collectively on a specific task aiming to achieve a shared common goal (Business Dictionary, 2018). According to Lynas (2018), team working across NHS plays a great role in developing an organizational culture that supports invaluable skills, talents, knowledge and experience required for enhancing outcomes for patients. Team development process involves four stages known as “forming, storming, norming, and performing” (Tuckmen 1965, cited in Griffiths and Dunham, 2015b, p. 13). While the first two stages are less effective and creative, in the last two the focus is on the task and the outcome. The chart below created by the author summarizes the Tuckmen’s model of team development process: 


	Figure 2: The Tuckmen Model 
Effective teamwork in the healthcare sphere is characterised by  jointly working towards specific goals, collaborating and sharing work, adapting and providing assistance, exchanging information and generating multiple ideas, taking responsibilities and dealing with conflicts. Healthcare professionals who deliver care in hospitals or nursing homes always have to work in multidisciplinary teams. For example, physicians, consultants with different specialties, nurses, healthcare assistance, physiotherapists and pharmacists in a word need to work cooperatively in multidisciplinary teams while providing care and treating diverse patients (Mental Health Commission, 2016). Combination of skills and talents as well as the synergy and team spirit helps these team members accomplish their tasks. Each team member contributes to the collective work and has specific role in the healthcare context. While the physicians are the knowledge contributors and the leaders in the healthcare process, the nurses are collaborators and process observers. Considering the care and treatment of the patients in a bay, a nurse and the healthcare assistant also cooperate to provide good quality of care in terms of patient safety, medical treatment and personal care.
 Those healthcare workers who possess strong teamwork skills are reliable, honest, helpful and team oriented, they have excellent interpersonal skills and actively participate in the decision making process. They not only work hard but also adjust performance to fulfil tasks and achieve objectives. They also respect all members and accept diversity. These professionals pursue mutual agreeable solutions to problems and conflicts. Moreover, developed teamwork skills have positive impact on the healthcare professional performance and job satisfaction. Effective teamwork fosters motivation at the work place and thus increases employees’ efficacy and efficiency (Skrypak, 2016).  
However, lacking team working skills may have negative effects on both healthcare workers’ performance and care of the patients. Poor team working might lead to “absence of trust, fear of conflict, lack of commitment, avoidance of accountability, and inattention to results” (Lynes, 2018, p. 6). Lack of collaboration and collective orientation, reluctance to assume responsibility and contribute to task completion are likely to be followed with increased individualism and competitiveness, which might lead to failure in achieving organizational goals and objectives (Sanyal and Hisam, 2018). Consequently, the quality of healthcare may considerably decrease and this may impede the improvement of the health and social care in national aspect. The patients are likely to feel unhappy and unsatisfied with the healthcare provided and complain about the insufficient and poor care. The healthcare workers might feel unworthy and unmotivated in their jobs. The decrease in job satisfaction may indirectly affect their success at work, therefore, some may think of leaving the job.
Regarding the team working skills I suppose that I am a good team worker in my ward. I cooperate with nurses and other healthcare assistants when providing personal and health care to patients. Throughout the teamwork process I assist nurses, provide and accept feedback about the patient’s conditions, share information when required and actively participate in the decision making process. However, I need to improve my self-awareness skills and learn controlling emotions in critical situations. This will help me effectively convey important messages and act as a professional team player when working cooperatively on emergency tasks.
Information Technology Skills 
Information technology skills are important and required in the health and social care contexts. Broadly defined, Information Technology (IT) is the activity of accumulating and sending out information digitally (Cambridge Dictionary, 2018). IT involves both computer-based and phone-based information systems as well as software and computer hardware. IT is used for either administrative or clinical purposes in the healthcare sector (Fett, 2000). The table below created by the author outlines the different health IT applications:

Figure 3: Health IT Applications (Adapted from Fett, 2000)
Using IT helps healthcare organizations provide services that are more efficient and cost-effective. Health professionals are required to utilise IT in their daily work while delivering care or acknowledging patients about their medical conditions. Medical staff uses mobile devices through which they connect to different information systems and monitoring equipment. This helps them access needed information and cooperate with colleagues and specialists, make collaborative decisions about patients’ conditions and reach optimal management of diseases (Burney, Mahmood, and Abbas, 2010). Administrative and healthcare staff, on the other hand, use health informatics to record patients’ data, schedule appointments, send prevention and awareness information via e-mailing or text messaging, and communicate with patients and the other stakeholders. 
Healthcare workers with enhanced IT skills are confident and flexible. They can perform multi-disciplinary tasks in a short time and in a more organised way, resulting in decreasing paperwork time and increasing patient face time. Additionally, healthcare professionals that possess good IT skills can communicate a variety of information, pursue activities and meet goals easily (Deloitte Centre for Health Solutions, 2015).  They might deal with medical complications and administrative errors timely and effectively by connecting to the right stakeholders or by sharing appropriate information on the IT networks. Developed IT skills allow faster connectivity among information systems and populations, data security, expanded healthcare services, collaboration among healthcare workforce, and better quality and improved outcomes (Bhavnani, Narula, and Sengupta, 2016). Further, improved digital skills in the healthcare fields have positive effects on patient safety, disease management, public health monitoring, and remote consultations (Imison et al., 2016). 
On the other hand, IT skills deficiency or poor digital skills may pose adverse events in health and social care. There could be more administrative and medical misdeeds that may affect negatively many aspects of the healthcare systems such as quality of care and patient safety, data integrity and security, treatment management and health supervision. Misuse of IT systems might lead to insufficient and inappropriate aliment treatment which might extend length of hospital stay and thus increase costs and hospitalist workload (Szczerba, 2018). The results might be even worse, incorrect use of digital and social network systems may accelerate functional decline and lead to fatal injuries. Healthcare professionals who lack or have undeveloped IT skills will be unable to exchange healthcare information, access patient data records, use and benefit from m-Health devices and telemedicine, and collaborate for making effective decisions. They might miss subtle changes in patients’ conditions or misbehave due to incapability to access necessary information.  They may also fail to communicate information in emergency situations, which can hinder achievement of desired outcome.
Considering IT skills, I believe that I possess these skills to some extent. I can use e-mail and electronic patient record systems. However, I need to expand my knowledge about mobile applications (from NHS Choices) used by patients with chronic illnesses, and telehealth systems and devices used in NHS. I also need to improve my IT skills to effectively implement these health apps and telemedicine software and hardware. 
Conclusion
The analysed employability skills in this report are crucial and required in the healthcare contexts. Strong communication skills, effective teamwork skills and developed IT skills allow healthcare workers perform their jobs successfully: achieve healthcare goals and objectives, meet patients’ needs, and provide high-quality care and services.
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