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WHAT OTHERS SAY ABOUT THIS BOOK
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	"I highly recommend the books from The Effectiveness Institute as texts for new leaders and a review for seasoned leaders - as a reminder of what they should be doing. These books are unique because they’re replete with valuable information that you can actually learn today and use tomorrow. If you want to become absolutely essential to any organization, these books are for you.”

	- Dennis D. Cavin

	Lieutenant General, US Army (Retired)

	Vice President, Army Missile Defense Programs

	Lockheed Martin, Corporate Business Development
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	“I recommend the books from The Effectiveness Institute because Ed Murphy doesn't theorize; he draws on his extensive experience from many years of service in the US Military and working as an Executive Coach in Corporate America. His keen insights and practical advice make these books required reading for anyone trying to negotiate the maze of organizational chaos.”

	- Lee Lacy

	Assistant Professor

	US Army Warfighter Course

	Command and General Staff College
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	“The books from The Effectiveness Institute will help you become more effective at work and in life. They will also help you unlock your potential and direct your team to greater success. I highly recommend these books.”

	- Lance Revo

	Principal Engineering Design Specialist

	Cyber Security at AREVA NP

	 

	

	

	 


 

	 

	“I dedicate this book to all those I must leave behind who have the desire to be, do, and have more than they have today.”

	 

	Never Stop Learning!
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INTRODUCTION
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	“The ultimate value of life depends upon awareness and the power of contemplation rather than upon mere survival.” 
- Aristotle

	This book is the revised and updated 2025 edition of The LOST ART of AWARENESS, The Science of Knowing What is Going On, which you’ll learn in the next chapter.

	However, before we continue, it’s important to understand that this book is one of forty books that comprise a new Success Training Program.

	This program was created for you, regardless of your occupation, position, or level of authority, to help you achieve the effectiveness and success you deserve.

	The first ten books (see OTHER BOOKS) address these core competencies of your effectiveness and success in business:

	Followership, Delegating, Planning, Organizing, Communicating, Problem-Solving, Awareness, Training, Motivating, and Character-Building.

	I’m Ed Murphy, the founder of The Effectiveness Institute. After graduating from West Point, I served 24 years as a US Army Officer during both Vietnam and Desert Storm, traveling all over the world.

	After the military, I spent the next 20+ years as an Executive Coach in Corporate America, working with hundreds of business executives, small business owners, and teams in Seattle, San Diego, Kansas City, and Phoenix.

	During my career, I was always searching for why some people are more effective and successful than others.  

	As a result, I discovered that they were able to achieve extraordinary success by doing these three things:

	
		By consistently producing excellent results.

		By adding greater value to all those who helped them produce their results - especially their boss.

		By treating all those with whom they worked with respect and kindness, regardless of how they were treated.



	This Success Training Program was created to help you do these three things better than anyone else.

	What makes this program so unique is that it provides you with these three things that you won’t find anywhere in academia or corporate America:

	
		First, it gives you the most actionable best practices needed to consistently produce excellent results.  

		Second, it teaches the most critical success skills used by the most effective people in their field, which you were never taught in school. 



	
		Third, it provides step-by-step instructions for each best practice, explaining:



	
		What to do.

		How to do it.

		And providing the tools needed to make it happen.



	No one else does that! Think about it!

	These are all simple things you can easily learn today and use tomorrow. 

	As an executive coach for over 20 years, I know what your employers and customers expect. 

	I created this Success Training Program based on all I’ve learned from the best and brightest people with whom I served over my entire career to help you rise above the crowd, be the best at whatever you do, and stand out rather than just fit in.

	Here, you’ll learn how to use the best tactics, techniques, and tools to enhance your awareness.

	I know that by learning, using, and sharing these best practices, you’ll be well on your way to becoming the person who adds the greatest value to the team—making you essential.

	Join us and discover why our readers come away saying,

	“I wish I knew this stuff years ago.”

	This program is my legacy, my small contribution to making a difference in the lives of all those I must leave behind.

	Enjoy the book!

	

	

	Also, if this information could help someone else, please let them know. If it makes a difference in their life, they’ll be forever grateful to you, as will I.

	To your SUCCESS! 
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	Founder of The Effectiveness Institute

	

	

	Stop wishing you were better and do something about it today.
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1 
The LOST ART of
AWARENESS
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	“Every human has four endowments (gifts) – self-awareness, conscience, independent will, and creative imagination. These give the ultimate human freedom… the power to choose, to respond, to change.”
 - Steven R. Covey

	This book is the revised and updated 2025 edition of The LOST ART of AWARENESS, The Science of Knowing What is Going On.

	Awareness is your ability to consistently produce excellent results by recognizing and responding to your emotions, those of others, a changing situation, and the external environment.

	It’s the 7th Volume in a forty-book series of a comprehensive Success Training Program (see OTHER BOOKS).

	In business, Awareness demands an understanding of context, accurate assessments of the situation, and the ability to make sense of complex problems.

	Murphy’s Law on Awareness:
God gave you toes to help find furniture in the dark.

	 

	Here are the types of awareness covered in this book:

	1. Self-Awareness: 

	Self-awareness is the ability to perceive, feel, or be conscious of your emotions, thoughts, feelings, intellect, instinct, and intuition.

	2. Organizational Awareness: 

	Organizational awareness interprets a team’s emotional state, relationship dynamics, and power structures. It’s the ability to interact with a team and understand the subtleties that aren’t spoken but are still there. 

	3. Spiritual Awareness: 

	Spiritual awareness is the ability to realize that a power greater than you created you and everything around you and the recognition that there is a higher purpose for your life—you just need to find it. 

	 

	Important Notes:

	For the remainder of this book, I’ll use the term “boss” instead of leader, manager, or employer to make this book more useful for and actionable by everyone in the workforce.  

	I do this because,

	“We all work for a boss, whoever pays us for our work.”  

	Even if you’re self-employed or a small business owner, your boss is your customer, client, guest, or patient, whoever pays you for your services.  

	As a result, whenever you see the term “boss,” it means the person who pays you for your work.

	I’ll also use the terms “member” or “team member” instead of worker, employee, or associate to reinforce the power of teamwork.

	 

	

	

	 


2 
BY REMOVING THE
BARRIERS TO AWARENESS
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	“The first step toward change is awareness. The second step is acceptance.”
 - Nathaniel Branden

	Awareness is the ability to recognize and respond to your emotions, those of others, a changing situation, and the external environment.

	Do you know how to identify and remove the most important barriers to your Awareness?

	Anything that alters or detracts from this ability is the enemy of awareness. 

	Are you aware of what is happening around you? Most people are clueless because of all the distractions they have willingly invited into their daily lives. Distractions of any kind are the enemy of awareness. 

	What are the enemies of Awareness?

	1. Devices.

	I went to a family gathering recently and observed something strange. Everyone over 30 years of age was engaged in an actual conversation with another person. Everyone under 30 was sitting quietly on the floor with their nose in some sort of device. I was astonished. Could it be that thanks to cell phone technology, our future generations are losing the fine art of conversation by focusing instead on virtual conversations with their BFFs? OMG! What a shame! 

	When you’re with others, are you focused on your devices? Whether we like it or not, devices (cell phones, laptops, tablets) are part of our daily lives. However, they can be detrimental to your ability to build lasting relationships. 

	 

	Here are the most important things to keep in mind:

	
		If with Others: If you're with others, and you’re using any device, you’re ignoring those around you, and that’s how they feel. So, don't be rude, disrespectful, or annoying. Instead, get into them, build lasting relationships, and enjoy yourself. 

		If in a Restaurant: If you’re in a restaurant, turn your phone to vibrate. But what about emergencies? Tell your spouse, kids, and boss if it’s a real emergency, call you twice, and then you'll answer. Put your phone on vibrate and view the number if it vibrates. Don’t accept any calls unless these special people call twice. Problem solved! If you must take the call, get up, leave the group, and talk using your inside voice. 

		If in a Meeting: If you’re in a meeting, turn your cell phone to vibrate or leave it in your office. Get involved in the meeting; give your 100% attention and participation. Be a contributor, encourage, and help others. Do everything you can to support the team.

		If in your Office: If someone visits, put your cell phone in a drawer and close your laptop. This sends a clear message, "I respect you enough to give you my undivided attention. You’re important." Do the same thing with your friends, spouse, and children in your private life. 



	2. Fatigue. 

	If you’re tired, your awareness is compromised, and so is your patience.

	3. Using drugs and alcohol.

	If you are under the influence of any drugs (even prescription drugs), your sense of awareness will be diminished.

	4. Dwelling on negative emotions. Chapters 7 and 9.

	5. Not learning from your mistakes and failures. 

	Learn from your mistakes and get better every day (Chapter 32). And, yes, ignorance can hurt you, but only if you let it. No excuses and no whining! Make the correction and move on.

	6. Complacency. 

	Complacency will kill your career (Appendix H)! Complacency means that you’ve stopped moving forward, not challenged yourself, and not ventured outside your comfort zone. 

	 

	

	

	 


3 
BY UNDERSTANDING
ATTITUDES & BEHAVIORS
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	“People may hear your words, but they feel your attitude.” 
- John C. Maxwell

	Attitude is feelings, beliefs, or opinions you can choose, change, or ignore. 

	Behavior is an action or reaction that responds to internal or external stimuli and usually reflects your beliefs and attitudes. 

	Your attitude is your point of view, approval, or disapproval of something that is either inborn or learned through experience and prepares you to respond or react in a pre-determined way.

	You have the power to change your attitude and behavior anytime you choose. 

	What Attitudes do you Control?

	Attitudes (your mood) come from you:

	
		Physical State (hormones, diet, pain, and illness).

		External Environment (learning from your parents and friends).

		Emotional State (anger, grief, resentment, pride, and fear).



	 

	Your attitudes create your:

	
		Habits: Habits are behaviors you repeat repeatedly, many times unconsciously.  

		Perceptions: Perceptions are the way you view something. You could be in a great mood (attitude) and suddenly encounter something that puts you in a bad mood.

		Judgments: Judgments are similar to perceptions, but judgments are more rigid, like things you believe are right or wrong. 



	The importance of your attitude cannot be overstated. Attitude is everything. It’s more important than skill or reality. 

	 

	Here are two of my favorite motivational speakers and authors over the years that had a major impact on my attitude:

	 

	
	

	“Your attitude determines your altitude.”
 - Zig Zigler

	 

	Mr. Zigler was an American author, salesman, and motivational speaker. And wrote over 30 books. His first book, See You at the Top, was rejected thirty-nine times before being published and is still in print today.

	 

	
	

	“When you expect the best, you release a magnetic force in your mind, which by a law of attraction tends to bring the best to you.” 
- Norman Vincent Peale

	 

	Mr. Peale was an American minister and author who popularized the concept of positive thinking, especially through his best-selling book The Power of Positive Thinking.

	 

	
	

	How do attitudes form?

	
		Experience and Observation: Attitudes form from your experiences and may emerge from the personal experience of observing others.

		Social Factors: Social roles and norms can strongly influence attitudes and dictate how people behave in certain situations. 

		Learning: What attitudes and beliefs have you inherited from your family about religion, politics, and sex that have influenced your behavior?

		Conditioning: Consider how advertisers use classical conditioning to influence your attitude toward a particular product or service. 



	 

	“The greatest discovery of all time is that a person can change his future by merely changing his attitude.”
 - Oprah Winfrey

	 

	How can you change your attitude?

	One great way to change your attitude is through subliminal affirmations and visualizations (Appendix C). Attitudes are often the result of experience or upbringing, and they can have a powerful influence

	
	What Behaviors do you Control?

	What Words (Behaviors) do you control?

	
		What you say: Includes your choice of words, expressions, jokes, bad language, following-up, praise, recognition, relationships, feedback, asking, persuading, courtesy, and treating others with respect and kindness. 

		How you say it: Includes tonality, pause, inflection, intensity, volume, pronunciation, emotion, enthusiasm, and body language.

		What you fail to say: Includes withholding praise or recognition, corrections you should have made, and not enforcing the standards. These are often referred to as the Sins of Omission.



	What Deeds (Behaviors) do you control?

	
		What you do: Includes habits, do's and don'ts, right vs. wrong, service, work ethic, abilities, effort, education, training, and personal mannerisms (manners, handshake, movement, posture, eye contact, dress, hygiene, grooming, gestures, energy, and enthusiasm).

		How you do it: Includes your attitude.

		What you fail to do: Includes your failure to perform your duty, catch mistakes, errors, and defects, act when it was your duty to do so, accept the consequences of your behavior, make corrections, offer appreciation and recognition, and meet standards. These are often referred to as Sins of Omission.
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