
 
 

Director of Human Resources 
 
Reports to: COO    Company: Kilwins Chocolates Franchise, Inc. 
Classification: Exempt   Business Unit: Human Resources 
Work Location: 1050 Bay View Road, Petoskey 
 
JOB SUMMARY 
The Director of Human Resources is accountable for leading the Human Resource business unit for 
Kilwins Chocolates Franchise, Inc. and Kilwin’s Quality Confections, Inc. The Director is responsible to 
build, promote, leverage and support Kilwins culture, values and brand with a focus to recruit, hire, 
professionally develop and retain the best team members across all business units. The Director will be 
responsible for the administration of payroll, benefit plans, and team member training to meet legal and 
regulatory compliance in multiple states. The Director will work collaboratively and cooperatively with the 
business leadership team and with business unit leaders to administrate Company policies, training and 
safety documentation and individual team member professional development plans and is required to 
regularly exercise discretion and confidentiality in providing guidance, communication and support for 
team member and Company issues.  The Director will be responsible for developing, implementing and 
achieving strategic HR goals and new programs that assist in strengthening Kilwins long-term success. 
 
ESSENTIAL FUNCTIONS 
1. Provides integrity, honesty & knowledge that promote Kilwins culture, values and mission 
2. Responsible and accountable for: 

 Executing team member recruitment strategies and initiatives including temporary team members 

 Developing and administrating individual team member professional development plans 

 Administrating, tracking, auditing and reporting all team member training including onboarding, 
operational, safety and regulatory 

 Executing succession planning strategy that supports Kilwins growth plans 

 Administrating and evaluating all benefit plans and open enrollment activity 

 Processing payroll and related reports 

 Performing audits to ensure compliance for regulatory and legal requirements/record keeping for 
all HR-related functions and responsibilities 

 Communicating, training and auditing to ensure compliance of all Federal and State regulations 
for employing minors including company-owned retail stores in multiple states 

 Administrating team member files and Company handbooks  

 Administrating, coaching, documenting and ensuring completion of job performance reviews and 
team member disciplinary action 

 Administrating and auditing team member and commercial motor vehicle driver DOT pre-
employment, random, and reasonable suspicion drug testing programs  

 Communicating and auditing KQC’s Controlled Substance and Alcohol Policy for commercial 
motor vehicle drivers 

 Performing annual compliance audit of KQC’s Fleet Safety Policy for commercial motor vehicle 
drivers   

 Participating on the industrial safety committee 

 Leading, planning and executing Company team member special events and programs 

 Providing cooperative and collaborative support to all business units to achieve efficiency, trust 
and excellence across the entire organization 

 
 
 



 
 

 
KNOWLEDGE, SKILLS AND ABILITY 
1. Must be aligned with Kilwins core values of treating others as you want to be treated, doing your best 

and having fun in your work 
2. Must have a deep knowledge of all human resources functions and benefit plan administration 
3. Must have demonstrated organizational development ability to create a process and administrate 

individual professional development plans for team members at all levels within the Company 
4. Must have demonstrated ability to effectively recruit, including through various social media platforms 
5. Must be able to handle confidential and sensitive information and demonstrate discretion at all times 
6. Must have excellent presentation, oral and written skills to communicate to all levels of the Company 
7. Must be outgoing with strong interpersonal skills, driven, and be able to effectively resolve conflict 

while maintaining relationships  
8. Must have ability to support a culture that requires team members to first attempt to resolve conflict 

within the business unit prior to seeking guidance from human resources or others 
9. Must be extremely detail-orientated, organized and able to anticipate and plan work 
10. Must be a role model, self-starter with ability to delegate and to follow as well as give directions 
11. Must be able to work well with others, be open to different perspectives, be an excellent listener and 

capable of managing to outcomes through influence-based leadership 
12. Must be able to stay abreast of human resource-related laws, regulations, issues and trends and 

have the ability to research legal requirements  
13. Must have the ability to simultaneously manage multiple, complex situations  
14. Must have ability to simultaneously understand and balance team member and company needs 
15. Must have strong problem solving and team-building skills 
16. Must professionally represent Kilwins at all times 
17. Must have strong computer skills and software aptitude including: LinkedIn Recruiter, Outlook, 

PowerPoint, Excel, Word, training databases, benefit vendor websites and payroll systems 
18. Must be able to read, write and speak English 
 
EDUCATION AND/OR EXPERIENCE 
1. Minimum fifteen years human resource leadership experience preferably in retail and manufacturing 
2. Four year college degree or equivalent 
 
PHYSICAL REQUIRMENTS 
1. Must be able to lift 25 pounds.  
2. Must be able to sit or stand for 8 hours or longer 
3. Must be able to type and perform data entry for long periods of time 
4. Must be able to drive a motor vehicle and travel by airplane and motor vehicle 
5. Must reside in the Petoskey, Michigan area 
 
OTHER DUTIES 
Please note this job description is not intended to cover a comprehensive listing of all duties and 
responsibilities required for the position. Individuals may be required to perform other duties as 
assigned, including working in other areas to cover absences, to equalize peak work periods or 
otherwise balance the workload. 
 
 


