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1. Introduction
It is important for health and social care workers to have effective communication, good record keeping, and teamwork skills to provide safe and effective care. This report will look at these skills using the case study of Mr Ahmed, a 68-year elderly man who had a stroke and receives care at home. Mr Ahmed struggles with communication as he mainly speaks Bengali, and his stroke has affected his speech and understanding. This shows why it is important for healthcare workers to communication effectively by using the right methods.
The report will also explain why administrative skills, such as record-keeping helps prevent mistakes. And look at the importance of multi-disciplinary teams in healthcare, this is when different professionals work together such as GPs, district nurse, speech therapist, to make sure all care needs are met in coordinated and effective way. The Equality Act 2010 and the Data Protection Act 2018 will be applied throughout to support good practice. 

2. Importance of effective communication
Effective communication is very important in health and social care as it helps workers understand what a patient needs and provide safe care. And between health care workers good communication helps make sure care is safe, organised, and consistent. In health and social care settings, different workers are often involved in looking after the same patient, so they need to share information clearly. In the case of Mr Ahmed, communication is more difficult as he does not speak much English and the stroke affected how he speaks and understand information. This can be a barrier for Mr Ahmed, as it may increase the risks of mistakes, for example missing medication or not understanding instructions. When staff cannot communicate effectively, important information may not be passed on correctly. For example, Mr Ahmed not being communicating effectively to him when to talk is medication, this can lead to him missing his medication. This may affect his recovery or care he needs 
The Equality Act 2010 states that service providers must make reasonable adjustments, so everyone are treated fairly and avoid discrimination (Communications.gov.uk, 2024). For Mr Ahmed, this means that healthcare workers should support by using interpreters or communication methods that suit his needs. To have his wife translate may not be accurate, affect the care provided and reduce his independence.
The Shannon and Weaver model of communication (Shannon and Weaver,1949) explains how communication is meant to work. It demonstrates that a message is sent from one person to another, but ‘noise’ can interfere with it (Communication Theory, 2024). For this case, noise could include language barriers, hearing problems, or the effects of his stroke. This can lead to misunderstanding between Mr Ahmed and the healthcare workers.
To have effective communication, healthcare workers should use simple and clear communication and avoid medical jargon, and check understanding by asking questions to the service user or family (Roberts, 2023). Non-verbal communication such as eye contact, facial expressions and gestures can help with communication. For Mr Ahmed visual aids, like pictures or communication boards may helpful if he struggles with speaking. According to the NHS communications should always be adapted to meet the needs of individuals (NHS ,2023).
Although, Mr Ahmed’s wife can communicate on his behalf as she knows and understands his needs, it is still important that he is involved in his healthcare and included in decision making. This allows the person to be the centre of their care and focuses on respecting the 
individuals’ choices an independent. 

3. Importance of good administrative skills 
Administrative skills such as record-keeping are very important in health and social care. They help make sure that care is organised properly and that all staff know what must be done and what still needs to be done. In the case of Mr Ahmed, the missed home visit shows that there was a problem with organisation or record-keeping, this can lead to him not receiving his medication. It is important for care workers to record details such as visits, medication, and any changes in a patient’s condition or care. These records need to be clear, accurate and updated regularly (NHS, 2022). If records are missing or incorrect, it can lead to patients or service users receiving unsafe care.
The Data Protection Act 2018 explains how personal information should be treated. It states that data needs to be kept secure, accurate and only shared with authorised people (UK Government, 2025). This is important for protecting Mr Ahmed’s privacy and maintaining trust.
Record-keeping shows record of the care being given or completed; this supports accountability. The records can be used to check if the carer came or missed a visit.  This will help healthcare providers to learn from mistakes and improve their services ((NHS, 2022).
Care schedules and communication logs demonstrate good administrative systems as it can reduce the risk of mistakes made. Scheduling systems ensure that all visits are planned and completed. And communication logs allow staff to share important information about Mr Ahmed’s condition. However, poor administration can lead to poor care. For example, Mr Ahmed missing medication could affect his recovery and health. This shows that administrative tasks are not just paperwork for important for the safety of the patient. 
To improve practice, staff should be trained in record-keeping and data protection. Organisations should also check records regularly to make sure they are accurate (Care Learning, 2024). This ensures that healthcare professionals have strong administrative skills to help ensure safe, organised and effective care.


4. Importance of working collaboratively
Collaborative working also known as multi-disciplinary team is when different professionals work together and support service users (Social Care Institute for Excellence, 2022). Mr Ahmed has different professionals’ workers such as his GP, care workers, district nurse, and speech and language therapist. Each professional has a different role but working together to meet his needs and provide the best care possible. Working together helps provide holistic care, which means looking at all of Mr Ahmed’s needs, including his physical, health, communication and emotional wellbeing (NICE, 2021). For example, the speech therapist can help improve his communication, while the nurse can monitor physical health.
However, there are most challenges that comes with collaborative working, for example poor communication or lack of organisation between professionals can lead to mistakes, understanding. This will affect the care, and support Mr Ahmed receives. This is why that teamwork must be well organised. 
To improve collaboration, the healthcare workers should share information clearly, follow a shared care plan and understand their roles and responsibilities. It is important to have regular meetings and updates to help make sure everyone are working together effectively (NHS, 2022b). This will make sure that that Mr Ahmed gets the best healthcare, reduce risks, and ensure that recovering in high- quality care.






5. Conclusion 
Effective communication, administrative skills, and teamwork are essential skills in health and social care. For Mr Ahmed’s case communication barriers and a missed visit show how, poor practice can lead to risks. By using the Equality Act 2010 will help ensure that his communication needs are met, while the Data Protection Act 2018 ensures that is information is protected.
Also, by improving communication methods, keeping accurate records, and working better as a team, healthcare professionals can lower the mistakes and improve quality of care. A person-centred approach should always be followed when providing care, making sure that Mr Ahmeds’s needs are met and done safely. 
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