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Introduction
Working in health and social care is more than just the routine; it`s about the deeper connection and care you provide. This role involves understanding responsibilities, clear communication with individuals and organizations you work with, and maintaining accurate records. Mrs. Mann's situation really showed how crucial these skills are in practice. She is a 72-year-old woman recovering at home from a hip replacement. She lives alone with limited English and relies on her GP, physiotherapist, and her daughter. Her notes were recently mixed up, and some of her medication information was not recorded. This shows how easily things can go wrong when communication and administration are mismanaged. This report presents evidence in three interconnected areas: how professionals communicate with Mrs. Mann and her family; why precise and safe administration is important; and how teamwork enables safe and individualized care. They also help protect her dignity, safety, and entitlements.

[bookmark: _Toc2078357902]Communication and the care of Mrs. Mann
Good communication is key when dealing with someone who doesn't speak the language fluently. Mrs. Mann's native language is Urdu, and she speaks limited English. This requires explaining information in terms she can understand.  When Mrs. Mann cannot understand spoken English, calm and respectful body language will also help her feel supported. Staff should speak cautiously, avoiding complex matters, and frequently check her understanding. It's often easier to get help here with visual aids and translated content (NHS England, 2015). Despite her daughter sometimes relying on an interpreter, crucial medical information is most helpful when presented by a qualified interpreter, reducing confusion and anxiety (NHS England, 2016). Active listening is crucial as the more time Mrs. Mann has to express her feelings, the more involved she becomes in decisions about her care (Rogers, 1951). The slow pace at which her medication was adjusted was a cautionary tale of what happens when colleagues do not communicate quickly and clearly. Verbal and written communication prevents errors and builds trust between staff and the individual. This naturally leads us to the importance of good record-keeping.

[bookmark: _Toc1483266762]Administrative and Recording Services
Good administration is crucial in health and social care. In Mrs. Mann's case, inadequate documentation contributed to the delay in her medication delivery. Accurate notes allow professionals to understand what has been done, what actions are needed, and whether someone's condition has changed (RCN, 2017). This information, under the Data Protection Act 2018, must be accurate, secure, and accessible only to staff involved in people's care (Data Protection Act 2018). This includes medication, mobility status, and any pain assessments (Data Protection Act 2018). The Caldicott Principles also state that, where sharing information is essential to support the person concerned and ensure others' safety, confidentiality must be preserved (Department of Health, 2013). If the care worker notices Mrs. Mann is in more pain than usual or seems unable to move easily, they must note it down and report it to her GP and physiotherapist. Keeping information current helps prevent confusion and avoids professionals making decisions based on outdated information. The physiotherapist would use recent findings to plan exercises, while the GP would review a medication schedule based on observations from the care staff. Although administrative work is less important than direct care, the two are closely interdependent. If records are wrong or incomplete, no matter how good a care plan is, it cannot be applied correctly. Good training and clear organizational policies will prevent such situations from happening again.

[bookmark: _Toc1017364530]Professional Collaboration and Teamwork
Teamwork is important when multiple people are caring for you. For Mrs. Mann, this includes her GP, physiotherapist, and care staff. Good teamwork allows personnel to know their roles, listen to each other's work, share information, and help monitor early signs of illness, as they make observations at the most fundamental stages of her illness (Thompson and Thompson, 2018). Scheduled handovers, shared electronic notes, and site visits help professionals see patterns and respond quickly when something goes wrong. Different professionals view Mrs. Mann from different perspectives. Care workers note daily changes, the physiotherapist focuses on movement and healing, and the GP keeps track. Respecting each role reduces gaps or overlaps and promotes coordinated efforts. Language needs are another aspect the whole team should address; everyone should communicate with her clearly and appropriately. Great collaboration is a good safety measure that minimizes errors and aids recovery. 

[bookmark: _Toc1286980327]Conclusion
Mrs. Mann's case reveals the interdependence between communication, administration, and teamwork in health and social care. Communication that meets her needs. This enables her to feel included and understood. Effective cross-teamwork between her GP, physiotherapist, and care staff ensures regular and reliable care; she does not suffer delays. Such a combination is a person-centered approach for maintaining Mrs. Mann's dignity, independence, and recovery. Better communication, administration, and teamwork will support better experiences for her and prevent similar problems from occurring again.
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