
The Art of Time Management

Easy Guide
To Mastering

JOHN - THE UNIVERSITY OF CANBERRA
Prepared By



Abstract 
Time management is crucial in Canberra, a city known for its vibrant mix of government, education, 

and business sectors. With busy work schedules, family commitments, and social engagements, 

effectively managing time helps individuals stay organised and productive. Good time management 

reduces stress, improves work-life balance, and boosts overall efficiency. In a fast-paced environment 

like Canberra, where deadlines are tight and opportunities are abundant, mastering time management 

ensures you can meet professional goals while still enjoying the city’s lifestyle. Whether you're a 

student, professional, or business owner, smart time use is key to thriving in Canberra’s dynamic and 

competitive setting. 

1. Introduction 
Welcome to the Easy Guide to Mastering the Art of Time Management—your go-to resource for taking 

control of your day and boosting productivity in Canberra. Whether you're a busy professional in the 

Parliamentary Triangle, a student juggling deadlines at ANU, or a parent managing a packed family 

schedule, effective time management can make life more organised and less stressful. In this guide, 

we’ll share practical strategies tailored to Canberra’s fast-paced yet balanced lifestyle. From planning 

your day to eliminating distractions, these simple yet powerful tips will help you make the most of your 

time and achieve both personal and professional goals. 

2. The Ultimate Guide To Mastering Time 

Management 
When global speaker and bestselling author Michael Altshuler wrote these words, he may not have 

been contemplating how you spend your day. But he did open our eyes to a harsh truth that’s quite 

easy to forget, considering the rat race we’re all in, right? 

We have only 24 hours every day. While some people in Canberra squeeze tons of work into just their 

waking hours, some aren’t able to move a finger all day long. 

Researcher Joseph Ferrari estimates that 20% of Canberra. adults are chronic procrastinators, which is 

a significant factor to consider when striving to enhance your productivity at work. 

To address this issue effectively, possessing a well-structured time management system is crucial. Yet 

many people lack such a system. 

So, what it all boils down to is what I am going to discuss here—time management—which involves 

how you choose to manage your time and not the other way around. 

First things first: Why is time management important? 

Let's start by talking about something we all share: the hours in a day. There are 24 of them, no matter 

who you are or where you live. It's one thing we all have in common. 

But what sets us apart is how we choose to use those precious hours. It’s not uncommon to be the 

type of person who always feels rushed, constantly trying to catch up with your never-ending to-do 

list. 



 

I know I’ve been there. Time management became a rather crucial part of my life and work for a 

number of reasons. 

• Maximizing productivity. 

• Reducing stress. 

• Achieving goals. 

• Improved work-life balance. 

• Personal growth. 

Time management is key to unlocking a more fulfilling and less chaotic life and career. It's not about 

rigidly scheduling every minute of your day but rather about making conscious choices about how you 

want to spend your time. 

Where do you begin? 

Now, like I said, it’s not about scheduling every minute of your life down to the most excruciating 

details. Your first schedule should be as general as possible but should include all of the things you 

need on a daily basis. 

At the very least, it should indicate time slots for sleeping, eating your meals, exercising and self-care, 

personal hygiene and work. For me, sleep is absolutely crucial, and having a fixed bedtime and time 

for waking up can be a godsend if you’re looking to manage your time. Making sure your meals are 

timely and having a fixed time slot to exercise can also be good for maintaining your health and 

optimizing your productivity. Once you have those sorted out, fit in your work. 

Remember, this initial schedule is your foundation: your first step toward regaining control over your 

time. It provides structure and ensures that your basic needs are met. Over time, you can refine and 



expand your schedule as you become more comfortable with time management. The key is to start 

somewhere and take that first step. 

Be selective about what you do. 

Imagine your workday as a buffet of tasks. 

The key to effective time management is being selective about what you choose to put on your plate. 

Here’s how you can do that. 

• Prioritize what matters: Not all tasks are created equal. Some will have a more significant impact on 

your goals and well-being than others. By being selective, you can focus on the tasks that truly matter 

and move the needle in your life, career or whatever area you're working on. 

• Avoid overcommitment: One of the quickest paths to stress and burnout is over-committing yourself. 

When you say yes to everything, you may spread yourself too thin, and your energy and attention can 

become diluted. Being selective allows you to commit fully to what you choose to do. 

• Prioritize quality over quantity: Think about the difference between a rushed, half-hearted effort and 

a task completed with care and attention. Being selective means you have the time and mental space 

to do things well and are likely to produce higher-quality results. 

Manage distractions and stop procrastinating. 

Distractions are like the sneakiest thieves of your time. 

They steal your focus and productivity without you even realizing it. But fear not; with the right 

strategies, you can fend off these productivity predators and make the most of your time. Let’s look at 

some of the ways to manage those distractions. 

• Identify what the culprit is: Is it your smartphone, social media, noisy co-workers or a cluttered 

workspace? 

• Create a distraction-free workspace: Clear your workspace of unnecessary items, set up an 

ergonomic desk and create a comfortable, focused atmosphere. Have you tried noise-canceling 

headphones? 

• Use technology wisely: Use productivity apps and website blockers to limit your access to distracting 

websites and apps during work hours. "Do Not Disturb" can work wonders. 

• Utilize time blocking: Schedule specific blocks of time for focused work. During this time, there should 

be no emails, no social media and no messaging apps. Dedicate your full attention to the task at hand. 

The most important thing to remember is that distractions are a universal challenge in today's fast-

paced world. What sets successful time managers apart is their commitment to recognizing and 

addressing these distractions head-on. 

Review and adjust your time. 

Time management isn't a one-size-fits-all solution. 

What works for one person may not work as effectively for another. That's why it's crucial to regularly 

review and adjust your time management approach to ensure it aligns with your changing goals and 

circumstances. 



 

Here are some of the ways I do it. 

• Conduct periodic self-assessments. 

• Celebrate your success. 

• Identify challenges. 

• Adjust and set new goals. 

• Reevaluate priorities. 

• Experiment with techniques and tools. 

• Track your progress. 

3. This Brilliant Time Management Technique 

Will Help You Better Manage Your Weekly 

Schedule 
Past time management challenges can help you prepare for a successful future. Learn how to better 

manage your weekly work with these practical tips. 

You’re well aware you need to manage your schedule weekly in your business. 

But how are you supposed to make lasting changes when those weeks just seem to roll into one 

another without end? 

The answer is incredibly simple: Use your weekly calendar to your advantage.  

I regularly remind my time management coaching clients that time does not exist in a vacuum.  



If you want to better manage your time in the present, then you must be aware of how you spent your 

time in the past.  

This simple four-step time management review process will help you better prepare for current and 

future time management success on a weekly basis.   

Review your work calendar 

Open up your current work calendar or schedule. You can review a digital calendar, wall calendar, paper 

planner, timesheet, or daily work tracker.  

Don’t have a calendar or planner handy? Locate business records that both capture and quantify time. 

For instance, you can reference customer intake sheets, weekly client rosters, issued invoices, sent 

emails, or meeting agendas.  

Evaluate last week’s schedule  

This next step allows you to get a big-picture view of the previous week. This step can be quite eye-

opening simply because you’ve lived through this segment of time. 

Now it’s time for you to use those golden nuggets of experience.  

Review last week’s schedule and ask yourself the following: What was my schedule status? Was it 

empty, partially, or fully booked? How many meetings were held? 

Were these internal or external meetings? What client and customer work was completed, updated, 

or started? What issues, concerns, or challenges did you address?  

Make note of three things that went well in your schedule. Likewise, make note of three things that 

didn’t go as well. Finally, if you could rate this week on a scale of 1 to 5, with 1 being poor and 5 being 

well managed, how would you rank it?  

Get a gauge on this week’s schedule  

Now that you have last week’s time review in hand, you’re going to going to construct a bridge from 

the past to the present. The idea here is to use your past weekly experiences to help you better manage 

your time this week.  

If you’re at the beginning of the week: Quickly review your weekly schedule. Is it similar or different 

from the previous week? 

Knowing what you know now, what immediate steps can you take to mitigate similar scheduling 

concerns as last week? Could you reschedule meetings, delegate tasks, or block out time in your 

calendar?   

If you’re in the middle of the week: Do a brief schedule check. If your schedule is running smoothly, 

continue with what you’re doing. 

If things are not going as planned, identify three steps you can take right now to prevent a repeat 

performance from last week. How about leaving earlier for meetings, setting a timer while you work, 

or shortening the length of work sessions?  

If you’re at the end of the week: Compare last week’s schedule with this week’s. Which scheduling 

events are one-time errors or mistakes? Which events appear to be more chronic or systemic in 

nature? 



Identify three key areas of concern for you to improve in the coming weeks. Keep these items top of 

mind when you review your schedule by jotting them on a sticky note or adding them to a note-taking 

app.  

 

Plan for a successful future 

Now that you’ve got some crucial information under your belt, it’s time to plan for the future. Take a 

moment to open and review next week’s schedule. 

What do you see in terms of your bookings, meetings, and client work? Now, consider where can you 

make positive and lasting changes to your schedule. 

For instance, where can you modify the length of meetings? Where can you time-block tasks into your 

calendar? 

When can you adjust meeting types and the number of attendees? How can you adjust your mindset 

so you take a positive approach towards calendar management?  

No matter what your current schedule looks like, you can take steps right now to create a more efficient 

and effective calendar for yourself and your business.  

4. Time-Management Tips That Put You in 

Charge of Your Day 
Sometimes it feels like there just aren’t enough hours in the day. Instead of lamenting your lack of 

time, make the most of the time you do have with these time-management tips. 

Making the most of your time 

It’s hard to learn how to be happy when you constantly feel swamped by too much to do. If your task 

list just keeps getting longer and longer, the number of hours in the day isn’t always to blame. If you 

know how to manage your time properly, you’ll start checking things off your list more frequently. 

Focusing on how to set goals and protect your non-negotiables is the first step to prioritizing your most 



pressing needs. Doing this will help you start to tackle your to-do list more efficiently to get the most 

out of your day. 

Read on for some time-management tips that actually work to help you get all your tasks completed. 

It’s amazing what a goal-setting vision board and a positive attitude can do! 

What is time management? 

Time management is the ability to use your time effectively during the day to accomplish what you 

want to get done. It’s an important skill, because without it, we find ourselves swamped at home and 

at work, with a to-do list that only ever seems to grow. Knowing how to manage time reduces hours in 

the day lost to procrastination, ineffective multitasking or lack of focus. 

Nobody can be “on” all the time, and it’s essential to take time to rest, rather than try to be productive 

at every moment. So why is time management important? Good time management helps separate out 

the working part of your day from the resting part of your day, so that you’re able to accomplish what 

you need to and then take time to unwind. Without smart time-management strategies, the scales can 

tip too far to either side, and we find ourselves working longer hours than necessary or resting all the 

time and not accomplishing what we need to. Ultimately, time management is about balance. 

1. Use Post-It notes to organize tasks 

Before you begin your work for the day, it’s important to take a moment and consider everything you’re 

hoping to complete. A great way to do this is to visually map out your agenda using Post-It notes. “I 

arrange items based on priority/deadline and add other agenda items I would like to try to accomplish 

before the day ends,” Deborah Sweeney, CEO of MyCorporation, told Reader’s Digest. Each time 

Sweeney finishes a task, she crosses out the corresponding Post-It note. 

“The act of physically crossing off makes me feel even more accomplished and keeps me encouraged 

to tackle more assignments as the week progresses,” Sweeney explains. Hanging Post-It notes above 

your desk is a smart organization idea and an efficient way to maintain a sense of urgency and stay 

focused on a task. 

2. Wake up at the same time every day 

Adopting a steady sleep schedule really does improve productivity. “I make it a point to wake up every 

morning at the same time so I stay on schedule. This is on the weekends, and holidays too!” Kristin 

Marquet, CEO of FemFounder, told Reader’s Digest. 

While everyone knows that getting seven to nine hours of sleep strengthens our cognitive abilities, you 

may be surprised to learn that it’s important to sleep the same seven to nine hours each night. Experts 

have found that irregular sleep patterns can disrupt the body’s circadian rhythms, which prevents 

biological processes from working favorably together. In turn, this can negatively impact our cognitive 

capacities, productivity and health. By maintaining a regular wake-up time, Marquet says, “I can think 

clearly, which means I can meet deadlines and get more stuff done overall.” 

Bottom line? Committing to a consistent sleep cycle is a great way to optimize your efficiency and 

manage your time. Doing a digital detox to remove screens before bed is a great way to improve the 

quality of your sleep too. 

3. Set a goal for every meeting 

If you’re leading a meeting, make sure to set a goal before you step into the meeting, and let your 

team know the desired results beforehand as well. It’s easy to waste time in meetings if no one is 



aware of the result you want. This can also help to cut down the length of time you’re actually meeting, 

allowing everyone to get back to their desks and start working sooner. That’s why goal setting is one 

of the habits successful people do every day. 

 

4. Don’t multitask 

When you have a busy schedule, it can be tempting to open multiple tabs on your computer and flip 

back and forth between assignments. However, while it may seem as though tackling several projects 

at once improves your time management, it actually has the opposite effect. Multitasking weakens our 

attention spans, makes us prone to distractions and increases our processing times, according to 

researchers at Stanford University. 

As a busy CEO, Marquet has been tantalized to improve her time management through multitasking, 

but ultimately found that it is “just not effective.” Now, rather than responding to emails as they 

emerge on her screen and working across numerous projects, Marquet says, “I only do one thing at a 

time, with laser focus,” also known as monotasking. Concentrating on each task separately enables 

Marquet to manage her time well, move quickly through her schedule and produce thoughtful, quality 

work. 

5. Use a “do not disturb” function 

Many companies use messaging applications such as Microsoft Teams or Slack to quickly communicate 

with one another. It can be convenient, but it can also be super distracting when you’re getting 10 

notifications every 30 seconds while people discuss something in a group chat. 

If you have an important task you need to focus on, utilize the “do not disturb” feature, and leave a 

status message saying you’re working on a project, so that people don’t get offended when you don’t 

respond right away. Setting yourself to Do Not Disturb on your iPhone can silence those pesky mobile 

notifications too. 

 

 

 



6. Record how long each task takes 

Tracking your time might sound like one of the most obvious time-management tips. But if you’ve ever 

misjudged how much work you could accomplish in a day, a week or even a month, chances are you 

didn’t really know how long each task would take to complete. 

John Breeze, the founder and CEO of Happysleepyhead, advises that you “write down the time you 

start your task and the time you finish it,” in order to “determine your working pace.” After spending 

a week tracking how long it takes to complete a range of different duties, you will be better equipped 

to estimate how much time future assignments will take. 

Additionally, this time-management tip can also help you “find out where exactly you’re wasting time” 

so you can improve your working methods and optimize your productivity, says Breeze. For example, 

if you’re spending too much time agonizing over wording your messages, brush up on your email 

etiquette to help speed up the process. 

7. Schedule breaks throughout your day 

Even the best time-management tips can’t change the fact that the human brain can only focus for 90 

to 120 minutes at a time before it needs a break. Make sure to schedule in breaks throughout your day 

in between tasks. It will help you get more done in the long run. 

Take a break to refill your water bottle, grab some lunch or just get away from your desk for a few 

minutes. Let your brain unwind from the last thing you did, and get ready to focus on the next task at 

hand. This is also a great way to work small moments of joy into every day—a short walk, a stretch or 

a hot drink all count! 

8. Assign themes to each day of the week 

When your profession requires you to work across divisions or contribute to many different operations, 

switching gears can be the most time-consuming part of your day. It’s hard to jump between 

assignments—trading a marketing hat for a sales hat, and then fumbling to grab your marketing hat 

again. 

That’s why Laura Hertz, CEO of Gifts for Good, suggests assigning a theme to each day of the week. 

“Theming” our days “helps us become much more efficient, because we’re grouping similar tasks 

together” and “it establishes a rhythm of attention and focus,” says Hertz. 

Plus, this time-management tip completely eliminates the long, wasteful minutes that you would 

otherwise spend shifting your focus between departments. Mondays might be dedicated to marketing, 

Tuesdays to administrative tasks, Wednesdays to meetings and so on. “Theming” your days is a quick, 

easy and organized way to improve your time management and efficiency. Maybe it could be the secret 

to a four-day workweek? 

9. Don’t send the same email twice 

If your job requires a lot of outreach or communication, chances are you spend a lot of time writing 

redundant emails. An easy tip to reduce the amount of time you spend emailing and increase the 

amount of time you have for important projects is to standardize your communication process. Put 

simply, never write the same message twice. 

“If you write the same email more than a few times, save it as a template. Even if it’s just in your 

Drafts,’’ suggests Hannah Attewell, a success and business coach for Force of Nature Coach. Even if 



your emails do not follow the exact same format, you can save time by creating a template introduction 

that you copy and paste into every email. 

While personalizing your emails can be important to fostering professional relationships, creating 

messaging templates will greatly improve your time-management techniques. You should also learn 

how to block emails to clear your inbox of spam, making it easier to see important messages. 

10. Organize your email 

You can save a lot of time by having an organized and uncluttered email inbox. If you get more emails 

a day than you can go through, use those Gmail hacks to keep your inbox tidy. You can set up canned 

responses, have emails automatically organized into specific folders as they come in and use Smart 

Compose to help you type faster. 

5. Time-Saving Organizing Mini-Moves to Do 

Every Day 

 
We live in a world where it's really easy to save time. While most of us are aware of the big things like 

grocery delivery and product subscriptions, there are also a lot of smaller things you can do to make 

life easier around the house to save time and reduce frustration. Here are 10 genius organizing mini-

moves to shave minutes off your daily routines.  

Donate as You Declutter 

Professional organizer Amy Cha of Every Day Organized recommends keeping a donation bin in each 

closet. “When something doesn't work for you anymore, toss it in! Once the bin is full, donate to a 

local charity.” This is particularly helpful advice for parents with young children who grow out of 

clothing faster than adults do. 

 



Simplify Grocery and Household Shopping 

Cha recommends using a list-sharing app to sync with your roommate or partner. “We like AnyList 

because of all its features and the millions of marital arguments it has prevented. Never get to the 

store without knowing exactly what you do (and don't) need.” 

Create a Speedy Self-Care Routine 

Do you store your moisturizer all the way under the bathroom sink? Do you never remember where 

you stash your weekly face mask? It’s time to get organized and get back a few extra minutes every 

week. “Organize your products by morning and night into easy-access turntables or drawers. No more 

hunting for what you need,” says Cha. 

Alternatively, if your routine is on the minimalist side with just a few products, leave them out on a 

decorative yet functional tray on your sink. 

Plan Tonight, Conquer Tomorrow 

Spending a few minutes at night getting organized can really help you get off on the right foot the 

following day. “Jot down tomorrow's tasks at bedtime. Old-school pen and paper wins for a focused 

start,” says Cha. 

Another way to shave a few minutes off your morning is to plan your outfit for the next day. Check the 

weather and then plan from there.  

Keep a Recycling Bin in Your Entryway 

There’s no reason to keep those circulars or postcards for stores you never shop at, especially because 

they pile up so quickly. Keep a small recycling bin in your hallway or entryway for easy access, so you 

never have to worry about clutter piles again.  

Create a Charging Station for All of Your Electronics 

Need to keep tabs on your devices? Have trouble keeping everything charged? Create a charging 

station for everything from phones to tablets and watches. The kitchen counter (but not near the sink) 

is a good place or use a side table as a designed spot.  

Rearrange Your Pantry 

Are you always looking for extra napkins, or those extra bottles of condiments while making lunch in 

the morning? It’s time to sort out your pantry. Throw out anything old or expired. Then move what 

you use every day to the front of the pantry for easy access.  

Stash Cleaning Supplies Where You'll Use Them 

Make it super easy to take a quick swipe at a dirty mirror or freshen up your sofa by storing the proper 

cleaning products in the space. When you don't have to run down the hall (or downstairs) for a 

container of wipes or a spray bottle, you're much more likely to tackle it when you see it. 

Organize Your Spices 

Did you spend 10 minutes looking for the fennel last night? Don’t fret. Re-organize your spice rack 

instead. A Lazy Susan can be very helpful for this or stash your most commonly used spices in the front 

of your spice rack.  

 



Stash Your Dirty Socks in a Lingerie Bag 

When it's full of socks, drop it in the wash. Not only will you have all your clean socks corralled so you 

can simply drop them in your drawer, you won't have to hunt for missing socks ever again. 

6. Time-Saving Tips For End Of Tenancy 

Cleaning 

 
If you are moving out of your rental property soon, it becomes a must to focus on end of tenancy 

cleaning. It holds great importance not only for you but also for your landlord. For you, it is all about 

ensuring no deductions from your rental bond. For the landlord, it is about ensuring the property is 

ready for the new tenants once you move out. This is why, as a responsible tenant, you must focus on 

deep cleaning the entire property. 

But as you might be aware, end of tenancy cleaning can be exhausting, particularly if you do it yourself. 

Even though it is better to outsource the work to experts who do budget end of lease cleaning 

Canberra, if you decide to go the DIY route, remember that it will take a lot of time. This is why you 

should follow some hacks to save time. Here are the time-saving tips for end of tenancy cleaning. 

Follow these tips to stay time-efficient during the cleaning procedure. 

1. Create a Checklist 

Not creating a cleaning checklist can be one of your biggest mistakes. Without it, you will waste a lot 

of time because you won’t know which tasks must be completed, and you will also likely miss a few 

key areas of the property. Plus, because you need to clean the entire property for the final inspection, 

you cannot afford to miss any corner. 

The primary job of a checklist is to streamline the cleaning process and ensure that you do not miss 

anything. Everything from bathroom and kitchen cleaning to removing dust from high-traffic areas 



must be included in the checklist. Creating a checklist will significantly cut the time you spend thinking. 

You can get to work straight away. 

2. Clean After Moving Your Belongings 

While carrying out end of tenancy cleaning once you move out of the rental property might sound 

bizarre, it is a better choice in most cases. This is because once you have moved all your belongings to 

the new home, your previous rental property will be empty, which will make cleaning much easier. 

Most importantly, the corners and areas that were hidden before will be exposed now since the house 

will be empty. 

This way, you can deep clean the home easily. If you clean before relocating the items, you might miss 

out on some areas that will be exposed during the inspection. For example, the areas underneath the 

furniture will stay hidden till you move that item. So, it is best to clean the house after moving all the 

stuff. 

3. Clean from Top to Bottom 

DIY home cleaning is definitely challenging and the last thing you will want to do when you are looking 

to save time is do the tasks that you have already done. But it can happen if you clean the bottom 

surfaces before cleaning the higher surfaces because the dust will fall down, making it necessary to 

clean the bottom surfaces again. This is why it is always recommended to clean from top to bottom. 

Start by using a duster to get rid of dust and cobwebs from the ceiling and lighting fixtures before 

working your way down. 

4. Use the Room-by-Room Approach 

According to the professionals who do cheap end of lease cleaning Canberra, it is always a better 

option to focus on one room at a time during cleaning rather than cleaning multiple rooms 

simultaneously. This makes the task feel less overwhelming and allows you to stay focused, which is 

important if you want to quickly complete the work. Youcan hire end of lease cleaning Canberra 

experts for the job if needed. 

5. Prioritise High-Traffic Areas 

Focusing more on high-traffic areas like the kitchen and bathroom is one of the best ways to save time. 

Such spaces require way more cleaning than other spaces. In the kitchen, you will need to clean all the 

appliances, such as the refrigerator, oven, and microwave. While in the bathroom, you will be required 

to scrub the shower and tile and ensure there are no visible signs of mould and mildew. 

If you do these tasks at last, you might no longer have the energy to successfully deal with the big 

problems. But by tackling the issues first, you will ensure that the high-traffic areas are spotless, which 

means you won’t need to revisit them later. 

6. Utilise Efficient Cleaning Tools 

The tools you use play a major role in deciding the amount of time it takes you to clean the property. 

Efficient tools can help accelerate the procedure, helping you save a significant amount of time. For 

instance, a steam cleaner can easily and effectively clean the tiles, floors, and bathrooms. Instead of 

using the standard tools, if you just invest in some modern and efficient tools, cleaning your rental 

property will be easy and quick. You will always find that the end of lease cleaning Canberra 

professionals use modern tools for the job since it saves them a lot of time. 



End of tenancy cleaning is certainly very stressful, not only because you need to complete several tasks 

but also because you have limited time. This is where using a few time-saving tips, such as the ones 

mentioned in this article, can prove to be helpful. 

7. Conclusion 
Mastering time management is essential for maintaining productivity, balance, and well-being—

especially in a vibrant and fast-moving city like Canberra. By applying the strategies outlined in this 

guide, you can take control of your schedule, reduce stress, and achieve your personal and professional 

goals more efficiently. Whether you’re navigating a busy government job, academic life, or family 

responsibilities in Canberra’s dynamic environment, these time-saving techniques will help you stay 

on top of your game. Remember, it's not just about doing more—it's about doing what matters most. 

Start today, and watch how effective time management can transform your daily routine in Canberra. 
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