	Imran Khan
shahrah 40 Riyadh, Pakistan


Mobile: +923214045125
Email: nouman@gmail.com
D.O.B: 11 April, 1985
	your Picture


OBJECTIVE       To pursue a career in an organization with a stimulating and challenging environment where  

                                I can apply and develop my skills & contribute to the advancement of its corporate growth.                           
EXPERIENCE     March-2013 to date (Continues)      COMPANY                          Riyadh, Saudi Arabia

                               Accountant cum Cashier
                       Responsible
· Daily Entry of Sales Invoices and prepaid Monthly Sales Report of Takwa Truck Maintenance center and Takwa Heavy Equipment
· Store receiving and Store Issuance

· Daily entry of Store Cards

EXPERIENCE     December-2012 to date March 2013      SME BANK                          Ravi Road, Lahore

                               Cashier

                       Responsible
· Cash Receive and payments for Account Holders
· Collecting bills 
· Daily Cash and software Reconciliation 
· Daily Cash Tally
EXPERIENCE     Oct-2008 to December-2012    NAME COMPANY                  Shahdara Town, Lahore
                               Assistant Accounts Manger
                       Responsible
· Preparation of all kinds of vouchers like Bank payment voucher, Bank receipt voucher, Cash payment voucher, Cash receipt voucher, & Journal voucher.

· Maintain, party daily cashbook, bank ledgers, staff ledgers and expense ledgers.
· Responsible to receive the Cheque from the clients
· Preparation of salaries sheets. 

· Bank reconcile with bank statements.
· Debtors & Creditors reconcile with manual records and computer software.
· Work Order, Costing (Cost of Goods Sold)
· Purchase Order, purchase Invoices
· Input & Output Invoices
· Input & Output Invoices & Submission of Monthly Sales tax Return.
(a) Worked in Company Central Store as an Accountant. 

(b) Maintain the stock Ledger in computer software.
                     March-08 to Oct-08     MEDIA CORPORATION Main Walton Road

                              Accounts Officer

· Responsible for the all accounts data to ensure all incoming and outgoing voucher/cash.
· Preparation of Cash, Bank, Journal Voucher.

· Monthly Bank reconciliation statement.

· Deals in cash handling and salary payments.

· Working in Quick book Software

· Visit to the Bank.

      July-06 to March-08          Medical Industries                 Shadman Lahore

        Accountant & Sales Representative

· Sales Invoices and posted to Clients for payment.

· Daily maintain Stock Report and job order form.

· Responsible for the all communication through mails and telephone of Accounts department.
· Visit in the regions regarding Medicine.
· Posting in books of accounts.
· Maintain the cash book.
EDUCATION  
                                    2006-2008               Punjab University


   Lahore

· B-Com                                                     2nd Division
      2003-2005   Board of Intermediate and Security Education Islamabad
   
· I.COM                                                  2nd Division   
Experience
PROFESSIONAL     Ms-office (word, Excel &power point, MS DOS)
COURSES                 Internet browsing 

                                    E-Mail application

                                    Computer Networking

                                    Computer Hardware and software
          Experience in Accounting Software (PINNACLE) Oracle Based ERP System 
                            (ISO) Lectures in (RINTERS)
PERSONAL              Name       
 :           
DETAIL                    Father Name
 :           
                                   Nationality        :           Pakistani



           Religion
 :           Islam
