
 
 

Job Announcement: Human Resources Generalist 
Location: Falls Church, VA  

Employment Type: Full-Time, Exempt 
 

Metropolitan Hospitality Group (MHG) is a leading hospitality group in the DC Metropolitan area 

with an employee-first culture. We currently operate five restaurants with a commitment to 

open three additional locations within the next 18 months. We're looking for positive, friendly, 

hospitality-oriented, hardworking individuals to join our team. 

 

At MHG, we take pride in living our mission statement each day— 

IT STARTS WITH ME | It starts with each one of us, every day. 

IT TAKES A TEAM | Our teams are the heart of our company, and we are committed to each 

other’s growth and development. 

WE HONOR OUR GUESTS | We strive to create warm, thoughtful, memorable experiences for our 

guests. 

Visit us at www.eatmhg.com to learn more about us and follow @eatmhg to see what we’re up 

to! 

 

Essential Job Functions Include- 

Team Support 

 Serve as the point of contact for team members seeking HR assistance. 

 Provide support for issues related to benefits, worker’s compensation, leave accruals, 

HRIS access, employment verifications, unemployment, W-2’s, corporate policies and 

procedures, and/or provide the appropriate resources to address the issues in question. 

 Support the team with various ad-hoc projects and other duties as assigned. 

Recruiting 

 Work with Directors to distinguish hiring needs. 

 Manage job posts in the Applicant Tracking System and externally to various career sites.  

 Assist in conducting recruitment efforts such as reviewing applicants, phone screening, 

reference checks, etc.  

 Manage relationships with recruiting agencies. 

 Document all forms of contact with potential candidates by maintaining an organized 

database/pipeline.  

 May attend industry career/job fairs to gain insight on current talent. 

Administration, Reporting, and Benefits 

 Responsible for ensuring accuracy and completeness of all new hire paperwork and 

follow-up with appropriate contact for corrections in a timely fashion. 
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 Maintain employee files (transfers, terminations, etc.) by conducting regular audits and 

ensuring employee data is kept up to date and accurate. 

 Manage I-9 process by ensuring appropriate documents are used, maintains records 

and audits for accuracy.  

 Manage leave and sick pay accruals. 

 Review and process employee benefits applications, terminations, employee changes, 

etc; maintain group benefit databases. 

 Act as a liaison between team members and insurance carriers/brokers to ensure timely 

resolution and troubleshooting of issues related to benefits. 

 Assist in open enrollment periods. 

 Manage worker’s compensation claims. 

 Assist in year-end functions related to W-2’s, 1095’s, and ACA compliance. 

 Complete federal and state filings and/or requests for information (BLS, EEOC, etc.) 

 Monitor federal, state, and local laws and requirements. 

Education and Experience 

 Bachelor’s degree in Human Resources or related field required. 

 SHRM-CP or PHR certification preferred. 

 3-5 years HR experience. 

 Strong Microsoft Office skills required. 

 Recruiting experience a plus. 

 Hospitality experience a plus. 

Competencies and Skills 

 Strong interpersonal skills including the ability to build and maintain positive and 

productive relationships across all levels of the organization. 

 Exceptional organizational, analytical, and time management abilities. 

 Strong verbal and written communication skills. 

 Ability to maintain confidentiality, utilize discretion and independent judgment in 

decision making, and act with integrity at all times.  

 Proactive problem-solving and analytical skills to be able to identify, address, and resolve 

issues. 

 Capacity to work on multiple projects simultaneously and the aptitude to learn quickly, 

adapt, and have fun in a fast-paced work environment. 

 Self-motivated, and ability to work autonomously with great follow through. 

 Working knowledge of multiple human resources disciplines, including benefit 

administration, workers’ compensation, and HRIS systems. 

 Working knowledge of full-cycle recruiting. 

 Working knowledge of federal, state, and local employment laws and regulations. 



 
 

Physical Requirements  

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of the job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. While performing the duties of this job, the employee is frequently required to sit, use 

hands to finger, handle or feel objects or tools, and reach with hands and arms. The employee 

is regularly required to see, talk and hear. The employee is occasionally required to stand, walk, 

stoop, kneel, crouch or bend, stand on a stool, and may be required to lift up to approximately 

25 pounds.  Filing is required. 

 

Other Duties  

Please note this job description is not designed to cover or contain a comprehensive listing of 

activities, duties or responsibilities that are required of the employee for this job. Duties, 

responsibilities and activities may change at any time with or without notice.  

Background Screening  

Successful completion of a background screening will be required as a condition of hire.  

EEO Statement 

Metropolitan Hospitality Group is an Equal Employment Opportunity employer that does not 

unlawfully discriminate in any of its programs or activities on the basis of race, color, religion, sex, 

national origin, age, disability, veteran status, sexual orientation, gender identity or expression, 

or on any other basis prohibited by applicable law. 

Compensation and Benefits 

Salary: $60-70k, DOE. 

Benefits include medical, dental, and vision insurance, paid vacation and holidays. 

How to Apply 

Send cover letter and resume to corporatejobs@eatmhg.com 
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