
MGBA, Inc 
 

Job Description for the Data Entry Operator 
 
 

The data entry operator is the “heart beat” of the tournament.  This position is responsible 
for entering crucial game statistics into a data base so that there is accurate and timely 
information available at all times which reflects every team’s standing in the tournament. 
 
Qualifications: 
 
1)  Must have a genuine desire to see the tournament be a “5-star” experience for all 

participants. 
 
2)  Must be PC literate 
 
3)  Able to type at least 45 wpm 
 
4)  Must have experience working with the internet 
 
5)  Should be experienced working with a database software (i.e., Access, Excel, etc.) 
 
6)  Must be detailed oriented 
 
7)  Must possess excellent communication skills 
 
8)  Must be willing to commit to working the entire tournament (including living and 

working in a hotel suite for the duration of the tournament). 
 
Responsibilities: 
 
1)  Input game scores and other  statistics into the USSSA database as soon as they are 

called into headquarters. 
 
2)  Must communicate relevant information to Tournament Director, coaches, Site 

Coordinators, etc. as needed. 
 
3)  Will run various reports from the data entered when requested by the Tournament 

Director. 
 
4)  Must go over Site Coordinators’ records at the end of every evening to make sure that 

the data inputted matches the information in the Site Coordinator’s records. 
 
 

 
 


