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Rahila Mongal   CV NO: 2010774
CAREER OBJECTIVES

Seeking a challenging position of Customer Service or Office Administration in a company, where I will be able to utilize my customer service and administrative experience to maximize the efficiency.

Career Summary 
· A dynamic, result driven professional with almost  5 years of  International experience in Retail Management & Customer service.
· Hands on experience in building and managing relations with key clients and establishing, high profit accounts with excellent levels of retention and loyalty. 
· A team player with exemplary communications, interpersonal and problem solving skills.
WORKING EXPERINCE 
DUBAI  (UAE)

RETAIL SALES  & COSTMER SERVICE - March 2012 – Present

· Welcome customers by greeting; and offer them assistance

· Recommend merchandise based on the individual requirements
· Advise customers on care and utilization of merchandise

· Advise clients on any service or product they need information and help on

· Explain the advantage and use of merchandise to customers

· Answer customers’ questions satisfactorily

· Assist in displaying merchandise

· Build customer confidence by offering them suggestions and opinions

· Document sales by creating and updating customer profile records

· Process card payments and cash
· Increasing multiples by cross selling & up selling.
· Stock shelves with merchandise

· Report problems and discrepancies to the line manager

· Give guidance and advice to customers on product selection.

· Balance cash registers with receipts

· Keep the store tidy and clean by hovering and mopping it daily

· Deal with customer complaints & irate customers professionally

· Work with established rules, mostly with brand

· Working on store KPI’s by achieving monthly target.
· Training new team member & setting examples by leading.

· Attach price tags to items on the shop floor

· Be on the lookout for fraudulent credit cards, shoplifters, etc.

ICC WORLD INTERNATIONAL-  MUMBAI  ( INDIA)

 ADMIN & CUSTOMER SERVICE REPRESENTATIVE  - FEBRUARY 2011 – FEBRUARY 2012
· Check import/export documentation to determine cargo contents, and classify goods into

· Different fee or tariff groups, using a tariff coding system.

· Contact vendors and/or claims adjustment departments in order to resolve problems with

shipments, or contact service depots to arrange for repairs.
·  Determine method of shipment, and prepare bills of lading, invoices, and other shipping

documents
· Enter shipping information into a computer by hand or by using a hand-held scanner  that

reads bar codes on goods.
· Estimate freight or postal rates, and record shipment costs and weights.

· Inspect and count items received and check them against invoices or other documents.
· Keep records of all goods shipped, received, and stored.
· Arrange insurance coverage for goods
· Send samples of merchandise to quality control units for inspection.

·  Advise clients on transportation and payment methods
JET AIRWAYS -  MUMBAI  ( INDIA)

TICKETING & RESERVATIONS EXECUTIVE – JUNE 2009 TILL JAN 2011
·  Makes and confirms reservations for passengers on scheduled airline flights: Arranges

reservations and routing for passengers at request of TICKET AGENT or customer, using timetables, airline manuals, reference guides, and tariff book.

·  Types requested flight number on keyboard of on-line computer reservation system and

scans screen to determine space availability.

·  Telephones customer or TICKET AGENT to advise of changes in flight plan or to cancel or 
confirm reservation.

·  Maintain advance or current inventory of available passenger space on flights.

·  Advise load control personnel and other stations of changes in passenger itinerary to

control space and ensure utilization of seating capacity on flights.

ACADEMIC QUALIFICATION
· HSC FROM BHAVAN’S COLLEGE (MUMBAI UNIVERSITY) 
· PROFICIENCY IN MS OFFICE.
STRENGHT

· Leadership Quality

· Quick learning and adapting capability 

· Proper time management

· Team working spirit

· Hardworking

· Punctual and Active

PERSONAL PROFILE
Date of birth        :        11TH JAN 1989
Nationality           :        Indian

Marital status      :        Single

Gender                  :       Female

Languages known  :     English, Hindi and Manageable in Russian and Arabic  
Hobbies                  :      Reading, Listening Music ,Dancing & Traveling.
Visa status              :      Employment visa
I hereby declare that all information given in this C.V. is correct to best of my knowledge and belief.
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