
Jeff  Wills  
917.686.7934 | JeffWills@gmail.com 

An experienced arts administrator interested in positions that require creative problem-solving and extensive 

collaborative experience to combine with rigorous organization skills and attention to detail. 

I’m not fulfilled unless I’m actively improving the organization for which I work. 

Skills 
 Extensive clerical, administrative, and board-

related experience 

 Varied interpersonal and dialectic skills, applied 

in project management, administration, and in 

communication with clients, audience, media and 

trustees 

 Software: Microsoft Suite (including Power BI), 

Asana, Box, Slack, ACME, Raiser’s Edge 

 Creative and technical writing experience, 

including proofreading and copy-editing (CSM & 

APA) 

 Extensive experience leading workshop and 

training environments; teaching resume available 

on request 

 Online platforms: WordPress, SquareSpace, 

MailChimp, and various social media 

Work History 
Assistant to the Executive Director & Board Liaison (‘15–Present), THE RUBIN MUSEUM OF ART 

Assistant to the Executive Director (‘13–14) 

Assistant to the Deputy Director (2012) www.rubinmuseum.org | 150 W. 17th Street, New York, NY, 10011 

5/12 to present. Management of all aspects of executive department, including communication, resources, 

budgeting, travel, and schedule. Lead on several prominent work-culture initiatives. Support all board meetings 

and documentation, function as liaison between board of trustees, executive team, and staff, and assist in all 

aspects of strategic planning. Management of board reporting and all performance-metrics processes. 

Administrative Assistant, TELMAR INFORMATION SERVICES CORP. 

www.telmar.com | 407 Park Ave. S., 15th floor, New York, NY, 10016 

2/08 to 4/12. Management of every aspect of office logistics, including resource management, invoicing, and 

facility maintenance. Also supported human resources, legal preparation and revision, and corporate filing and 

documentation. 

Paralegal (‘06–08), LAW OFFICES OF MONA R. MILLSTEIN 

Executive Assistant (‘03–05), LAW OFFICES OF MONA R. MILLSTEIN 

www.millsteinlaw.com | 41 East 57th Street, 15th Floor, New York, NY, 10022 

2/03 to 2/08. Preparation, creation, and editing of a variety of legal documents, including contracts, briefs, 

narratives, transcription and case research, as well as management of every aspect of office logistics, including 

client support, resources, and invoicing. 

Education 
 Fellow, New York Community Trust Leadership 

Fellows; joined cohort in 2018 

 BFA, Virginia Commonwealth University; 

graduated with honors in 1999 

Freelance History 

Workshop Facilitator, BI-JINGO! www.bi-jingo.com | 26 Bracken Avenue, Clapham, London, SW12 8BH 

7/10 to 2/12. Contracted to guide role-playing scenarios covering a variety of topics for management executives 

for such clients as National Grid, Goldman Sachs, and Deutsche Bank. 

Proofreader & Copy Editor, JOHN C. BECK PUBLISHING 1509 Luzerne Street, Scranton, PA, 18504 

7/02 to 5/12. Revision of reference texts in various stages of development, regular correspondence with 

supervisor, correspondence with clients, and frequent decision-making related to product.  
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Curriculum Vitae 

THE RUBIN MUSEUM OF ART 

 Initiative: Work-Culture Deck & On-

Boarding Process | upcoming 

Following upcoming strategic changes, the Museum 

will have the opportunity to improve its culture to be 

more inclusive and empowering; my proposal is to 

do so with strategies for on-boarding new staff, and 

regularly and actively supporting existing staff. 

 Project: Unified Performance Metrics | 2019, 

ongoing 

Largest interdepartmental project in the history of 

the Museum; the strategy is to divide data recording 

from metric reporting, increase staff-level use and 

usefulness of metrics, and coordinate all in a 

comparable and open-access format without 

incurring costs of time or money; the goal is to 

enable the institution to make data-driven decisions 

– in other words, to be able to listen to its public. 

 Initiative: All-Staff Roundtables | 2018, 

ongoing 

Instituted and facilitate voluntary, staff-led round-

table sessions for skill-sharing to enable diagonal 

connection across the organization chart and 

nurture interdepartmental reciprocal cycles. 

 Project: Institutional Timeline | 2018 Mar-Jun 

Led an interdepartmental initiative to ensure the 

creation and maintenance of a timeline of events 

from the date of the Museum’s foundation with 

potential performance-metric correlation. 

 Project: Board Report | 2013 – present 

Evolved the major performance report from a 

sprawling, irregular, narrative document to a 

quantifiable and strategically relevant metric 

repository and historical record; heavily 

interdepartmental and collaborative project. 

 Project: Trustee Website & Online Press 

Archive | 2013-2015 

Conceived, designed, and implemented a new 

means of communication with and for the trustees. 

 Strategic Planning | 2012 & 2019 

Coordinated two (2012 & 2019) strategic-planning 

cycles, including devising and analyzing metrics for 

the first. 

TELMAR INFORMATION SERVICES CORP. 

 Project: Agreement & Contract Index System 

| 2011-2012 

With decades of history in a rapidly changing market, 

Telmar had accrued a backlog of inherited, 

institutional knowledge unintentionally silo-ed by 

those who had been there the longest. Before being 

hired by the Rubin Museum, I gathered all their 

agreements and contracts into a central location, 

created an index, and established protocols for the 

next office management to follow for maintaining it. 

LAW OFFICES OF MONA R. MILLSTEIN 

 Project: Paralegal Tutorial Documentation | 

2007 

Collated and organized lessons in matrimonial law to 

produce a comprehensive guide for general 

understanding of matrimonial law and processes 

related to completing and filing various papers, 

including uncontested divorce. 

 Initiative: Client Filing Standards | 2004 

Matrimonial legal case files are uniquely personal 

and confidential, and the work associated with them 

requires explicit revision and draft records; 

established protocols for physical and digital files to 

enhance search capabilities and eliminate error. 

FREELANCE 

 Corporate Training 

Contracted by Bi-Jingo, interacted with hundreds of 

corporate managers and leaders in discussion and 

constructive role-play with the aim of developing 

both empathy and effortless, professional behavior. 

 Workshop: Collaborative Practices in 

Creation 

Utilizing game theory and improvisational theatre 

techniques, this workshop builds fluency in 

agreement, building on ideas, and competitive 

constructs for brainstorming. 

 Creative & Performance Workshops 

Available upon request, including: 

 Scratch: Creating a Play through Collaboration 

 Intro to Commedia dell’Arte 

 Private Coaching: Speech & Performance, 
Character Development, Acrobalance 
 


