
 

 

Financial Analyst 
Accounting Department  

 

 
Summary: 
The Financial Analyst will support a variety of 
processes and projects within the Financial 
Planning Analysis & Reporting space. This 
position requires someone that is motivated, 
detail-oriented, eager to learn, and take 
ownership. 
 
Submit Resume Here to Apply 
 
Qualifications: 
 
 Bachelor’s Degree in Accounting, 

Finance, Business or Economics; 0-2 
years in an analytical position. 
 

 Strategic and analytical thinker with 
superior problem solving and decision-
making skills. 
 

 Detail-oriented with excellent 
organizational and time management 
skills. 
 

 Proactive, self-directed, highly motivated, 
and able to work in a fast-paced 
environment. 

 Strong written and oral communications 
skills. 

 Command of Microsoft suite of products, 
especially Excel (pivot tables, v-lookups, 
advanced IF statements). 

 Highest level of integrity and good 
judgment, with the ability to effectively 
deal with highly sensitive and confidential 
information. 

 Ability to develop effective working 
relationships across organizations lines. 

 

 

 

Duties and Responsibilities: 
 
Budget, Forecast & Compensation Planning: 
 
 Assist in preparing and validating data templates for 

lawyer review processes. 
 

 Support month-end process inclusive of FTE and 
headcount calculations, performing validations to 
ensure alignment of systems. 
 

 Generate analyses to track hire, attrition, retention, 
and diversity-related trends. 
 

 Help to establish and enforce salary and bonus 
review timelines in order to meet Payroll and other 
deadlines. 

 Assist with competitive benchmarking analyses and 
surveys. 

 Assist with initializing the annual budgeting process 
by developing revenue, cost, and other assumptions. 

 Prepare summary materials and analyses for 
meetings with the Budget Committee. 

 Prepare firm-level reporting/analytics. 

 Help with budget software implementation through 
documentation and testing; assist with maintaining 
the budgeting/forecasting application. 

Process Improvement: 
 

 Identify opportunities to increase automation, 
streamline reporting practices, improve accuracy, and 
reduce the amount of time required to complete 
specific tasks. 

 Establish and maintain documentation for routine or 
recurring processes.  

 

Status: Exempt  
Reports To: Manager of Business Analytics 
 

mailto:humanresources@cov.com?subject=Financial%20Analyst


Qualifications (continued): 

Technical Skills: 

 Intermediate/advanced Microsoft Excel 
skills; proficient in developing complex 
formulas and using advanced level 
features. 

 Maintaining Budgeting/Forecasting 
software applications is a plus. 

 You must be fully vaccinated against 
COVID-19 by your hire date to be eligible 
for starting in the role. Proof of vaccination 
will be required. Covington will provide 
reasonable accommodation(s) based on 
medical or religious grounds for qualified 
candidates. 

 

 
 

 
Covington & Burling LLP is an equal opportunity employer and does not discriminate in any aspect of employment, including hiring, salary, promotion, 
discipline, termination, and benefits, on the basis of race, color, ethnicity, religion, national origin, gender, gender identity or expression, age, marital status, 
sexual orientation, family responsibility, disability (including physical handicap), or any other improper criterion. 
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