
Job Description 

Manufacturing Manager 
 
Company/Location: Kilwin’s Quality Confections, Inc./Petoskey, MI 
Reports to: General Manager 
FLSA Status: Salaried/Exempt 
Date Last Revised: January 2020 
Supervises: Manufacturing Team 
 
JOB SUMMARY 
Provide leadership to the manufacturing team.  Direct and coordinate all aspects of the candy 
manufacturing operation including safety, scheduling, cooking, production, inventory management, 
human resources, food safety, food quality, labeling, housekeeping, Kosher certification, Organic 
certification, Recipe standards, and production data maintenance activities at Kilwin’s Quality 
Confections (KQC) in a manner that meets and/or exceeds the business plan. 
 
ESSENTIAL FUNCTIONS 
1. Personally represents Kilwins Core Values, Core Purpose, Core Operating Standards, and Brand Promise. 
2. Provide integrity, honesty and knowledge that promotes the culture, values and purpose of Kilwins Brand. 
3. Leadership 

a. Supervise the Manufacturing Team and the operation. 
b. Promote a curiosity within the team for understanding our operation and how to improve it. 
c. Create an environment that fosters passion for continuous improvement. 
d. Ensure that every KQC Team Member has a safe work environment, free from recognized 

hazards, promote and encourage safe work habits, and the immediate communication of 
unsafe conditions.  

e. Protect the confidentiality of KQC and Kilwins Chocolates Franchise (KCF) intellectual property. 
f. Work to foster and ensure positive relationships with the retail store owners and managers. 
g. Work to foster and ensure positive relationships with and synergy between all Team Members, 

departments and companies.   
4. Operations: 

a. Create and maintain candy production schedules based on KQC inventory target min/max 
levels.  Manage and adjust these target levels, using lost sales, inventory value, days on hand, 
and obsolescence as key indicators. 

b. Work with the Sales and Supply Chain Team to ensure that adequate levels of ingredient and 
supplies inventory exist. 

c. Create and maintain Manufacturing Team member schedules so that the team is adequately 
staffed and so that each Team Member understands the operational duties for each day. 

d. Create and maintain operational protocols for start-up, running, and shut down so that a 
consistent level of quality and efficiency can be maintained. 

5. Productivity: 
a. Monitor all key indicators: lbs/hr, labor efficiency, inventory value produced/hr, lost sales, 

manufactured inventory, and total labor per plan. 
b. Assess the value of all key indicators in how well they predict profitability of the operation. 

Suggest new or different metrics where appropriate. 
c. Drill down from the key indicators to specific operational areas for improvement, and then 

prioritize based on a factor of dollars and probability. 
d. Indoctrinate the entire Manufacturing Team through leadership in the mindset of the key 



indicators and opportunities for improvement. 
e. Using a scientific method, create, test, and either confirm or dismiss hypotheses on ways to 

improve efficiency, productivity, and/or quality. 
f. Develop a means of providing feedback to the Manufacturing Team on the key indicators, in as 

real time as possible, given our current means of gathering, storing and reporting production 
activity data. 

6. Industrial Safety, Food Safety and Food Quality  
a. Understand, support, implement, and ensure compliance to all company and governmental 

agency food safety policies, procedures and regulations.  
b. Actively seek out ways to improve processes and procedures to further reduce food safety risks. 
c. Understand and oversee the degree to which Manufacturing Team Members are trained to 

ensure that risks due to lack of knowledge are mitigated. 
d. Oversee and support the inspection process for facilities, machinery, and safety equipment. 

Ensure safety regulation compliance. 
e. Manage the housekeeping of the operations area to the Kilwins Physical Environment 

Standards. 
f. Investigate industrial accidents and/or injuries to determine causes and preventive measures. 
g. Understand, support, implement, and ensure compliance to KQC’s Food Quality Policy. 

7. Human Resources: 
a. Interview and evaluate new Team Member candidates. 
b. Manage Team Member vacation requests, days available, and who, and how many Team 

Members are off work at the same time.  Manage absenteeism and counsel and discipline Team 
Members if necessary. 

c. Manage Team Member performance, capabilities, competency, and morale. Keep records and 
provide feedback to Team Members throughout the year and in annual performance reviews.  
Provide Team Member compensation adjustment recommendations to the General Manager. 

d. Develop, administer and maintain a system for training on all department, company and 
government required systems, procedures and protocols, including record keeping. 

e. Manage workplace injuries by compiling incident reports, corrective actions, and work 
restrictions.  

f. Hold routine team meetings to discuss metrics, new company news, overall company 
performance, manufacturing operational performance, morale topics (good news and bad), etc. 

8. Administrative: Perform administrative functions necessary to capture and maintain production 
activities, including production data entry, recipe standard data maintenance. Perform 
administrative functions necessary for training and system audit schedule development and 
maintenance, troubleshooting, corrective action, and variance analysis. 

 
ADDITIONAL RESPONSIBILITIES 
1. It is the responsibility of all KQC Team Members to perform their duties in a healthy and safe 

manner, and to act responsibly regarding our environment. Comply with all applicable federal, 
state, local, customer and corporate requirements and regulations including: OSHA, DEQ, and FDA.  

2. Actively prevent pollution, reduce waste, and support the attainment of the established goals. 
Maintain an understanding of how their specific job can affect the environment or the health and 
safety of themselves or others. Specifically, must correct unsafe acts or conditions through 
communication to the General Manager. 

 
  



KNOWLEDGE, SKILLS, AND ABILITIES 
1. Naturally align with our core values of treating others as you like to be treated, doing your best and having 

fun in your work. 
2. Must demonstrate excellent oral and written communication skills. 
3. Ability to work well with others, be a good listener and capable of managing to outcomes through influence-

based leadership. 
4. Must represent Kilwins in a professional manner at all times. 
5. Must have a strong business acumen and demonstrate discretion in the decision-making process. 
6. Self-starter capable of motivating and inspiring team success and delivering results. 
7. Ability to integrate diverse information and think strategically in the successful planning and development 

of the department. 
8. Proven track record in Team Member hiring and supervision in a manufacturing environment. 
9. Proven ability to properly handle confidential and sensitive material. 
10. Proven ability to interface with customers in a professional and customer-service oriented manner. 
 
EDUCATION AND EXPERIENCE 
1. Bachelor's Degree in Food, Manufacturing Engineering, Microbiology, Business Operations, or other 

relevant education. 
2. Proven track record of leading people in a consumer packaged-goods manufacturing environment, or a 

food manufacturing environment. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT 
1. Must be able to work in production/manufacturing environment. 
2. Must follow Kilwin’s food safety requirements. 
3. Occasionally exposed to moving mechanical parts. 
4. Regularly required to read, talk or hear. Occasionally required to stand; walk; use hands to finger, handle 

or feel; reach with hands and arms; climb or balance; and stoop, kneel, crouch or crawl. May lift and/or 
move up to 50 pounds.  Specific vision abilities required by this job include close vision, distance vision, 
color vision, peripheral vision, depth perception and ability to adjust focus. 

 
OTHER DUTIES 
Please note this job description is not intended to cover a comprehensive listing of all activities, duties or 
responsibilities that are required of the employee for this job. Individuals may perform other duties as 
assigned including working in other areas to cover absences or to equalize peak work periods or otherwise 
balance the workload. 


