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1. Introduction
This report will explore the importance of effective communication skills, administrative skills, and collaborative working within multidisciplinary teams in a health and social care setting, with reference to a specific case study. These skills are essential in supporting the delivery of safe person-centred care and ensuring that service users' needs are understood and appropriately met. A lack of these essential skills can lead to misunderstandings, which may have detrimental consequences and ultimately reduce the quality of care provided. Effective communication, record keeping, and teamwork in complex care situations minimise risk and are fundamental to providing coordinated and high-quality care.


2. Importance of effective communication
Effective communication not only ensures the safety of the service user but also supports the relationship between the individual, their family and health care provider in building trust and ensuring they are heard and feel empowered about decision-making towards their own care. According to (SCIE 2021), effective communication involves adapting how information is delivered to meet individual needs. This includes using clear, plain English and avoiding jargon, while also considering factors such as language differences, cultural background and cognitive ability. Communication should be adapted for individuals with learning disabilities, dementia, or sensory impairments such as hearing or sight loss, ensuring that messages are accessible and understood.
   In Mr Ahmeds' case, due to his language barrier, with his first language being Bengali, alongside his difficulties after having a stroke, there is a higher risk of misunderstanding important information, which may adversely affect his quality of care. The Equality Act 2010 requires health and social care services to make reasonable adjustments to ensure individuals are not disadvantaged due to characteristics such as disability or language needs (Equality Act,2010). In the case of Mr Amed, his stroke and language barrier, he may be at risk of exclusion if communication is not adapted properly. Providing information in accessible formats and involving interpreters, in this case, can promote equality and reduce health inequalities.
Berlo’s SMCR model can help explain why communication may break down in Mr Ahmed's case, as it focuses on the sender, message, channel and receiver for communication to be effective. (Berlo,1960) The healthcare provider must consider how the message is sent, in this case, whether Mr Ahmed can understand, prosses and respond to the information. For example, if information is only given verbally in English, Mr Ahmed may misunderstand important care advice due to his language barrier, alongside the effects of is stroke, although his wife, who speaks English, support communication by explaining information and providing reassurance, the use of an interpreter alongside this would ensure communication is clear, person-centred and safe, reducing the risk of misunderstanding and supporting Mr Ahmed to make informed choices about is care.
 In addition, effective communication requires ongoing feedback to ensure that messages have been understood. For example, asking Mr Ahmed to repeat information back in his own words or using visual aids such as pictures, written information or translated materials to support understanding. This is particularly important following a stroke, as cognitive processing and memory may be affected. 
Therefore, adapting both the channel and the method of communication is essential to ensure safe, effective and person-centred outcomes, as outlined in Berol’s SMCR model.



3. Importance of good administrative skills 
Good administrative skills are essential in health and social care as they ensure accurate record keeping, effective information sharing and quality of care. Maintaining clear, up-to-date records allows health care providers and professionals to communicate important information between staff, reducing the risk of errors. These principles highlight that effective record keeping is not merely administrative, but a professional and legal responsibility that must be accurate, timely, and accountable. Key characteristics include ensuring records are person-centred, evidence-based, clearly written and completed promptly to support safe and continuous care (NMC, 2018)
In the case of Mr Ahmed's, effective record keeping is particularly important to ensure that all professionals involved in his care are fully informed regarding his needs, treatment, and any changes in his condition. For example, if information regarding his medication is not accurately updated or recorded, this can lead to errors such as missed medication administration, which was a serious issue in the case of Mr Ahmed.
A mistake such as missed medication could potentially have life-threatening consequences. This highlights the importance of ensuring that all documentation is completed accurately and updated promptly so risks can be identified and managed effectively. Due to Mr Ahmed's language barrier, staff may be reliant on written information to understand his needs and preferences. If this information is unclear or incomplete, it increases the probability of misconduct resulting in poor quality of care. Furthermore, good administrative support ensures continuity of care by ensuring all professionals, including the GP, district nurses and domiciliary care workers, have access to the same up-to-date information. Accurate records also provide accountability, meaning any actions taken can be reviewed if concerns arise, which is essential in maintaining professional standards and protecting the individual receiving care. Effective. Administration skills also involve maintaining consistency and clarity in documentation across all services involved in care. This ensures that information is not only recorded but also in a way that is accessible and easily understood by all professionals. In addition, record keeping must comply with legal requirements, such as the Data Protection Act 2018, which ensures that personal information is stored securely, accessed appropriately and shared only on a need-to-know basis. This is vital for maintaining confidentiality and protecting individuals' right to privacy (Data Protection Act,2018)


4. Importance of working collaboratively
Collaborative working refers to two or more professionals working together in a coordinated way to achieve shared outcomes and improve the quality of care. (Green and Johnson, 2015) In health and social care, this is especially important when supporting individuals with complex needs. 
Collaborative working is particularly important in Mr Amed's case due to the involvement of multiple professionals, each contributing different expertise to meet his complex needs. For example, the GP is responsible for overseeing his medical treatment, while the district nurse monitors his physical health, including wound care and blood pressure. Domiciliary care workers support his daily living needs, and the speech and language therapist plays a key role in managing his communication difficulties.
 When these professionals share information effectively, it ensures continuity of care and reduces the risks of errors, such as missed medication or inconsistent support. As Mr Ameds' medication was missed, this is a cause for concern and an indication that essential information had not been recorded or updated correctly, resulting in potential risks to his health and well-being. 
This highlights key barriers in collaborative working, including poor communication and ineffective sharing between professionals. Alongside these barriers, such as high service demands, poor communication, and a lack of role clarity, can negatively impact collaborative working and lead to gaps in care delivery (NHS Employers,2024). To overcome these barriers, strategies such as clear communication, defined roles, and effective information sharing are essential to ensure safe and coordinated care. Regular multidisciplinary meetings and accurate record keeping further support quality care and reduce the risk of errors.


5. Conclusion
In conclusion, this report has demonstrated how communication, record keeping and collaborative working all play a key role in providing safe, practical and person-centred care. In Mr Ahmed's case, communication issues such as language barriers and health needs highlighted the need for adaptability, including involving his wife to support his understanding. Accurate record keeping and adherence to legal frameworks ensure continuity of care and reduce the risk of errors. Furthermore, working collaboratively with professionals, including the GP, district nurse and speech therapist, ensures that quality care is delivered and the individual's needs are met. When challenges are present, such as poor communication, lack of coordination and inaccurate record keeping, these can negatively impact the quality of care, but can be addressed through improved communication, clear role understanding and effective teamwork. Overall, these approaches are essential in promoting safe, consistent and person-centred care. This reinforces the importance of maintaining professional standards and effective communication within health and social care settings.
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