
Ingresa texto

“WE ASPIRE FOR OUR 
STUDENTS TO BECOME 

PRODUCTIVE AND 
RESPONSIBLE GLOBAL 

CITIZENS WHO ARE LIFELONG 
LEARNERS ABLE TO 

COMMUNICATE EFFECTIVELY, 
EMBRACE DIVERSITY AND 

CONTRIBUTE TO 
DEVELOPMENT”

SCHOOL BUSINESS MANAGER
CANDIDATE BROCHURE



ABOUT US
Citizens School Education Hub 
brings a unique offering to the 
UAE, consisting of four 
complementary education 
establishments to provide a full 
and rounded learning experience 
to our children: the nursery, the 
School, the excellence centre for 
child support, and the research 
and teacher training academy. 

The Hub (31,027 Sqmt BuA) is 
being built on a trophy plot 
conveniently located in the heart 
of Dubai, across the road f rom 
Meraas’ City Walk Development 
and Al Khazzan Park. 

Citizens School is a mainstream 
UK curriculum school of 24,500 
Sqmt BuA, which will provide its 
students with a safe, nurturing 
and inclusive learning 
environment to allow every child 
to succeed and excel, including 
those with special educational 
needs.

LOCATION

Located in the heart of Dubai, Citizens School is able to offer first class 
facilities a stones throw from the Sheikh Zayed Road, Burj Khalifa and 
City Walk.

“Our mission is to 
provide an inclusive, 

safe and nurturing 
learning 

environment for all 
our students to 

exceed and excel”



Once a small fishing village in the Arabian Gulf, Dubai 
is today one of the most cosmopolitan and exciting 
cities in the world. One of the seven emirates that 
make up the United Arab Emirates, Dubai is home to 
nearly 200 nationalities and enjoys a thriving expat 
community. The city is dynamic and ever growing, 
clean and virtually crime-free. The culture, lifestyle 
and year round sunshine complemented by a tax- free 
salary and excellent quality of life make Dubai one of 
the best cities to live in the world. Thanks to its 
tolerance and openness towards different 
nationalities, cultures and religions, the expat 
community in Dubai makes 80% of the total 
population.

LIFE IN THE EMIRATES
There are a vast array of attractions, places to visit and activities to do in Dubai and the UAE. Dubai 
boasts a plethora of parks and gardens and world renowned attractions such as MotionGate, Legoland, 
Wild Wadi and Aquaventure ensure you will never be short of something to do. Dubai is very diverse, and 
you can enjoy cuisine from around the world, as well as a taste of home wherever than may be. Dubai is 
also a major shopping destination from tiny souks to giant malls, something can be found for every taste 
and budget. 

Whether it is by the banks of the Creek, or at the top of the Burj Khalifa, the world’s tallest building, Dubai 
lives and breathes a sense of possibility and innovation. And with an unparalleled coastline, beautiful 
desert and magnificent cityscapes, memories are just waiting to be made here. 

Dubai has a sub-tropical, arid climate with clear skies, sunshine and high temperatures throughout the 
year where rainfall is rare and quite exciting for the population when  
it does arrive! Summer is from April to mid-November and Winter from December to March.



This exciting role will see the successful candidate become the School Business 
Manager of a new and innovative educational hub in the heart of Dubai. This 
post is a role that holds primary responsibility for all non-academic related 
activities to support the school deliver an exceptional education to the student 
population. 

The School Business Manager will be an integral part of the Senior Leadership 
Team who in partnership with the Principal is responsible for leading the 
School's Operations, Finance, Administration and Human Resources 
Departments. The successful candidate will possess excellent leadership and 
organisation skills and have extensive experience within this role. 

CORE RESPONSIBILITIES

‣ Strategic and Planning

• Contribute to the development of the school’s strategic plan, and oversee the 
implementation of that plan in coordination with the Principal and Citizen 
School;

• Support coordinated strategic development through working with senior 
colleagues at the School and with Citizens School;

• Preparation of financial strategies in support of the plan;

• Preparation and implementation of a detailed support organisation plan, which 
translates into an effective organisation supporting the teaching areas of the 
School.

• Attend Senior Leadership Team and appropriate sub-committee meetings.

• Negotiate and influence strategic decision making within the school’s Senior 
Leadership Team.

• In the absence of the Principal, take delegated responsibility for Financial and 
other decisions



‣ Financial

• Prime responsibility for data entry into the schools accounting system.

• Preparing annual estimates of income and expenditure, to include the 
preparation of departmental budgets within the school, and present them for 
the approval of the Citizens School.

• Support the Principal and Citizens School by advising on any financial 
implications relating to future strategies;

• Ensure that all financial controls are robust, and that the school is able to pass 
audit in a professional manner;

• Monitoring income and expenditure in relation to budget by the use of a 
monthly management accounting system and presenting regular reports/
monthly management accounts to Citizens School.

• Preparing pupils’ bills for the school and nursery, and collecting all fees and 
extras.

• Providing administrative support to the Nursery in all matters related to finance

• Managing fee debtors and instructing legal recourse as appropriate. 

• Payment of all salaries and wages, including PAYE, Superannuation and 
National Insurance Contributions. Compliance with regulations for benefits in 
kind. 

• Ensuring approval and payment of supplier invoices.

• Administering pension schemes for teaching and non-teaching staff. 

• Liaise with the SENDCo in managing all fees due from Local Education 
Authorities in the support and education of all students with EHCP plans.

• Management of the Fees in Advance Scheme. 

• Keeping analyses of costs and other statistical records.

• Preparing financial appraisals of particular projects.

• Administering schemes for the payment of scholarships and School Business 
Manageries.

• Separation of financial duties in the School Business Managery to minimise 
risk of fraud.



‣ Premises

• Manage all capital building projects. Ensure that such projects are brought in 
on time, on budget and with the agreed quality;

• Ensure that there is a rolling programme for building maintenance, and that 
School facilities are maintained properly;

• Ensure that the school follows all statutory and regulatory requirements as 
required in schools;

• Manage the school site so that the school is well presented at all times to 
include the upkeep of playing fields, athletics facilities, gardens and grounds

• Planned and routine maintenance of school buildings. Preparation of 
maintenance schedules and keeping of records.

• Ensure that all legal responsibilities for managing and maintaining the school 
buildings and land, and compliance with statutory and regulatory standards are 
met.

• The installation and maintenance of equipment for the detection, warning, 
protection and escape from fire. To ensure the necessary fire risk assessments 
are carried out. 

• The installation and maintenance of equipment for the detection, warning, 
protection and escape from fire. To ensure the necessary fire risk assessments 
are carried out. 

• The appointment and monitoring of all outside contractors for the purpose of 
maintenance and repair of school buildings and land. 

• Ensuring that Catering Staff maintains the catering areas so they meet the 
requirements for food and hygiene safety.

• The maintenance of the lighting and ventilation in all school buildings.   

• The maintenance and efficiency of the plant and letting of energy supply 
contracts. Promotion of energy and resource conservation.

• Land drainage, maintenance of boundaries, roads and rights of way. 

• The swimming pool and its plant, with the need to ensure that proper safety 
procedures are enforced, particularly out of school hours and during the 
holidays. 

• Arranging for staff accommodation and dealing with the letting of property to 
school employees and third parties, including the provision of appropriate 
licences and leases. 

• Advising on and taking the appropriate security measures to protect the 
security of staff and pupils, and school buildings.

• Regulation and maintenance of the school minibuses, including driver training.



‣ Compliance, Risk Management, Health and Safety            Human 
Resources 

• Oversight of the school’s HR processes and procedures in coordination with 
the Principal and the recruitment of quality support staff into the school;

• Maintaining accurate and current information on competitive salaries;

• Oversight of the Single Central Register, plus ensuring that all required 
compliance is fully implemented in coordination with the Principal

• Manage fire procedures so that all pupils are safe from fire

• Implement key policies and strategies to ensure that the school is fully 
compliant (both legally and with school standards) at all times. Implementing 
the School Health & Safety Policy and ensuring that the school adopts best 
practice in all areas of health and safety. Monitoring of the risk assessment 
processes. Take professional advice as required

• Ensure that the school is fully insured, ensuring compliance with all relevant 
aspects of employment law, including employment protection, equal pay, 
Working Time Directive, discrimination and parental rights. Provide appropriate 
policies and documentation and advising the Principal as required.

• Ensuring that all staff have contracts of employment and that the authorised 
terms and conditions of service are applied

• Acting as the focal point for the proper application of all statutory checks when 
recruiting new staff. 

• Seek and make use of specialist expertise via CITIZENS SCHOOL in relation 
to HR issues.

• Consult with relevant people and other parties to introduce new technology or 
improve existing technology for different purposes.

• Ensure that the school has a strategy for using technology aligned to the 
overall vision and plans for the school ensuring value for money.

• Through the appointed brokers, ensuring the School has adequate insurance 
cover at all times to include employer’s liability, buildings and contents, third 
party liability, personal accident, travel, business interruption and other relevant 
cover.

• Overseeing the Administration, Catering, Grounds and Cleaning operations 
and ensuring that the ‘In House’ teams provide a high quality service. 

• Annual appraisals of all support staff, being members of the Administration, 
Catering, Grounds and Cleaning teams. 



Citizens School is committed to the 
safeguarding of children and young people, 
and any offer of appointment will be subject to 
any relevant medical checks and clearance 
from appropriate safeguarding authorities. 

•PLACE OF WORK: Dubai, UAE 
•BASIC SALARY: AED 25,000 –AED 30,000 per month depending on 
qualifications and experience  
•ACCOMODATION ALLOWANCE: AED 50K annually; Utilities allowance 6K 
annually if eligible  
ANNUAL FLIGHTS: Annual flight allowance upon completion of 12 months 
service if eligible  
•HEALTH INSURANCE: This will be provided in accordance with the School’s 
private medical expenses insurance scheme. 
•WORKING HOURS: Minimum of 40 hours per week from Sunday to 
Thursday (as per working week in Dubai) •
PROBATIONARY PERIOD: 6 months. During the Probationary Period, either 
party may terminate the employment by providing the other with one months 
notice.

• Strong communication and listening skills, both written 
and oral, with internal and external stakeholders 

• Committed team player with a collaborative approach 
together with an ability and willingness to create a 
working environment in which staff are empowered to 
take decisions 

• Good sense of humour and the ability to create a 
working environment in which people work hard and 
enjoy being part of the team 

• Develops and maintains strong and positive 
relationships with Citizens School, the Principal, other 
staff and parents 

• Demonstrates personal strength of character through 
transparency, integrity and fairness. Has a strong sense 
of personal accountability 

• Evidence of the ability to produce accurate and succinct 
minutes of meetings 

• Demonstrates a commitment to sound principles of 
management through the establishment of clear 
standards and expectations of performance 
management, and through delegation and time 
management 

• Demonstrates the ability and willingness to act as a 
critical friend and/or adviser 

• Demonstrates good judgement and a calm 
approach 

Skills and Knowledge Requirements: Qualifications and Experience:

• Strong, working knowledge of financial 
management and budgeting in a comparably 
sized or larger organisation 

• Management experience 
• Project management experience, including the 

ability to maintain School buildings and 
grounds.

• Track record of working successfully with a 
diverse range of stakeholders 

• Development of strategy and policy in the 
implementation of strategic change  

• Experience of property management would be 
advantageous 

• Commercial experience would be highly 
desirable 

• Evidence of planning and thinking strategically 
and contributing to discussions on strategy 
and priorities demanding compliance 
framework 

• General management experience 
• Computer literate and a confident user of IT

Citizens School is committed to the 
safeguarding of children and young people, 
and any offer of appointment will be subject to 
any relevant medical checks and clearance 
from appropriate safeguarding authorities. 



greatpeople@citizensschool.info 


