
 

	

 

 

 

 

 

The Duncairn Intern 
 

 
What is The The Duncairn? 

 
The Duncairn is a vibrant welcoming community arts hub proudly based in north Belfast. 
Since opening in 2014 it has had a remarkable and mounting impact on the arts and 
culture scene throughout the city, establishing itself and north Belfast as a premium 
cultural destination, not just among the local community but also across Belfast and 
beyond.  
 
It was founded by the 174 Trust, a long-standing organization set up in north Belfast to 
provide a safe, shared space where difficult conversations can occur and people of all 
ages and backgrounds can access a range of programmes and activities. On visiting The 
Duncairn it doesn’t take long to suss that this former Presbyterian church is not just one 
of the most beautiful venues in Belfast, it is also hosting work of real importance in 
building community relations throughout one of the most divided and contested parts of 
the city.   
 
Run by a tight team of staff and volunteers and with a focus on community, The 
Duncairn offers classes, workshops, a full music programme, café, creche and much 
more, ensuring that people of various interests and all ages are catered for. 
 
  
 

What is the tole of the Marketing Intern? 
 
This is Ray. He manages The Duncairn and you can tell from his picture that he needs 
help. Ray oversees everything – from the annual arts and crafts calendar to the ongoing 

programme of events that The Duncairn runs throughout the year. And as 
The Duncairn progressively etches its place deeper into the arts and culture 
scene in Belfast, this job is becoming too big for one person.  

Maybe this is where you step in? We are looking for an intern who is 
interested in taking on tasks involved in running, promoting, and evaluating 

our annual events calendar. A volunteer who is ready to think outside the box but also 
get stuck into the humdrum nitty gritty of running events. Someone who gets a buzz out 
of working in a tight team, shares ideas, is prepared to proofread programme drafts and 
clear up at the end of a late-night gig. An individual who wants to be part of the force 
behind The Duncairn as we build on the momentum of our growing role providing an 
essential arts and culture outlet in the north of the city. 

 



 

Tasks this role could include 
 

Front of House 

• We run a full calendar of classes, workshops and gigs throughout the year – day 
and evening, weekdays and weekends. Volunteers and staff work together to 
ensure that all these events are run well. From stewarding, checking 
tickets/payments, shifting furniture, giving information, selling merch, clearing 
up, and basically being present for when you are needed. A lot, if not most of 
these events occur in the evening so a volunteer would need to be willing to be 
present for evening shifts. 

 

Research 

• Data collection and collation about/at events: This could vary from asking 
attendees to complete questionnaires, to preparing mailouts. 

• We need to build a picture of how audiences are responding to key new events. 
So, we would ask that you attend events with pen/paper or ipad and capture the 
narrative of the evening, Summarise the words, write them into a short record of 
the event; select quoteworthy lines and use them wisely in social media/press 
releases.  

 

Images and video 

• Images: We have an in-house photographer whose images need to be collated, 
promoted, utilised and branded.  They will be used for blog, social media, 
reports, and general promotion. 

• You Tube: When we get footage of our shows we need them uploaded and we 
need the public to know that they are there. They will be used for blog, social 
media, and general promotion. 

 

Collate and maintain 

• Database of artists who perform at The Duncairn:  

• Database of artist enquiries to The Duncairn  

 

Administration 

• It’s the nature of the beast, whether its responding to emails, working on 
databases, collecting media and press clippings, or writing up reports, it needs 
to be done. It’s very important. 

 

Social Media 

• Facebook, Twitter, Instagram, You Tube, Vimeo etc. We need to be present and 
using our programme, images, recordings, and information to full use on these 
sites. 



 

What is required from you? 

You don’t need years of experience, and we don’t expect you to know everything, but we 
need someone who wants to learn new skills and develop the skills that they have, so 
that within a fixed amount of time you will have on offer: 

• Good communication skills – we’ll need your communication skills to deal with 
tasks varying from working with the public on busy nights to writing up press 
releases. You’ll be dealing with various people and situations – from artists who 
may have arrived late, to attendees who have had a great night and don’t show 
any signs of going home. From elderly people enquiring about courses, to the 
general public who are relying on the information we are sending them to be 
correct. Mostly though you will be communicating with the staff and volunteer 
team. 

• Reliability – This is probably the most important thing we ask of you. If we can’t 
rely on you then a lot of people are left in the lurch – the staff in the office will 
have nobody on reception, or the public who are awaiting your response won’t 
know what’s happening about the course they want to join. Please do bear this 
in mind. 

• We need to see what time commitments are possible. We would ask for one 
evening and one day shift as a minimum, but we are very happy to discuss this. 

• The ability to use Word, Excel, PowerPoint, and Outlook 

• The ability to use various social media and online platforms. 

• The ability to take initiative and work on your own, while on other occasions take 
instruction and work well within a team. 

• Skills in writing press releases. 

• As a member of the team we would ask that an intern be prepared to spend 
time on day-to-day tasks such as data input. As you can see there is much more 
to this role than these tasks, but they are important. 

 

What’s in it for you? 
 

We are looking for ideas, reliability and enthusiasm. For the right person this could be 
the place to see your ideas and hard work used in the real world to help a highly 
regarded organisation and growing venue expand our reach. Your ideas and your efforts 
would help to ground us further in the Belfast arts and culture calendar. This role is 
perfect for someone interested in gaining experience in running and promoting events. 
You will be involved first hand - from promoting the show, to dealing with enquiries, to 
setting up the room, to collecting research data at events. From developing promotional 
drives, to collating press mentions. Everything that we would ask you to do is an integral 
(if not always glamorous) part of organising and running events at The Duncairn. 
 
Training - We want to create a fully rounded role for the person who is going to be 
joining our team. We will therefore be providing core training to support and enhance 
your role at The Duncairn, which could include child protection, H&S, GDPR (data 
protection), or risk assessment.  
 
Management - We take our volunteering seriously so that you get the best out of it. You 
will have a supervisor who will be your main contact. They will be responsible for your 



 

induction, supervision, training, and expenses. There will be regular meetings to ensure 
the role is matching the needs of the intern and resolve any issues. 
 
Expenses - We will reimburse your reasonable mileage/transport expenses. 
Unfortunately, we are not presently able to offer a wage for this role. 
 
T-shirt – a Duncairn T-shirt will be provided. 
 
 

Please Note 
 
 

• One of the points of this role is to bring more people into the evening shifts. It’s 
a key part of the role and we need to be able to rely on you for that. 

• We’re a good, happy, open, friendly team putting everything we can into making 
The Duncairn work. This role is in equal part about developing the volunteer, 
developing the team, and developing The Duncairn.  We need to work together 
for this to work at all. 

• Any information you give us will be held in the strictest confidence and will only 
be seen by relevant staff.  We reserve the right to decline applications at our 
own discretion. 

 
• The Duncairn is committed to making people feel welcome and keeping them 

safe from harm. We are also committed to promoting equality and discouraging 
discrimination. We expect all staff, volunteers and artists to comply with our 
policies on Child Protection, Health & Safety and Equality – these policies will be 
available to read in further communication.  
 


